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Chapter 1 

ORGANIZATION OF THE ARMY 

Para^aphs 



Sbction I. Army of the United States 1-7 

II. Army Ground Forces 8-14 

III. Chain of command 15-18 

IV. Channels of communication 19-26 



Section I 

ARMY OF THE UNITED STATES 



1. This description of the organization of the Army is planned to 
help you as a clerk in regimental headquarters to understand your 
place and that of your immediate commander in the total picture of 
the Army of the United States. It should also assist you to visualize 
the chain of command and the channels of communication that connect 
your headquarters with successively higher headquarters up to the 
War Department itself. 

2. The objective of all military organization and operation is 
success in combat. Your particular job, however small and routine, 
and the War Department organization, however large and compli- 
cated, both are planned with this objective in view. It is important 
therefore that, as you read the following account, you attempt to 
understand the relationship of your job, of your unit, of higher units^ 
smd of the whole Army organization to this chief and ultimate 
objective. 

3. The Army of the United States is constructed like a pyramid. 
Its broad base consists of all officers and enlisted men who are engaged 
in training or combat activities at home or in foreign theaters of opera- 
tion. Upon this base, in. narrowing layers^ are arranged the succes- 
sively higher tactical commands and administrative offices. The War 
Department is the apex of the pyramid. 

4. In order that this huge aggregation of men, materiel, and in- 
stallations may bring our wars to a successful conclusion, large ques- 
tions of strategy and administrative policy must be decided. This is 
the duty of the War department General Staff, which is directed for 
the Secretary of War by the Chief of Staff. These two high officials 
act in the name of the President, who is Commander-in-Chief. 

5. The Chief of Staff is advised by his General and Special Staffs. 
He exercises his command function through the Commanding Gen- 
erals of the Army Ground Forces, the Army Air Forces, and the 
Army Service Forces. 
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6. Of these three major commands the first two are primarily train- 
* ing and combat commands. The Army Service Forces is administra- 
tive in function and has the mission of providing for the Army mili- 
tary services and supplies except those that are peculiar to the Army 
Air Forces. The headquarters of the Army Ground Forces, the 
Army Air Forces, and the Army Service Forces are parts of the War 
Department in Washington, D. C. 

7. Figures 1, 2, 3, and 4, adapted and simplified from ofiicial charts, 
should assist you to get a picture of the organization of the Army and 
of the War Department in Washington. Figure 1 shows how the 
Chief of Staff, advised by the General and Special Staffs, directs the 
Army for the Secretary of War, who in turn acts for the President. 
Figures 2, 3, and 4 illustrate how the Commanding Generals of the 
three major commands of the War Department, also advised by their 
staffs, exercise control over the commands entrusted to them. 

Section II 

AKMY GROUND FORCES 

8. The Army Ground Forces form one of the important parts of 
the Army of the United States. As a clerk in the headquarters of an 
infantry regiment, you will be concerned with Army Ground Forces 
units. 

9. The largest of these units, a very flexible one, is an army. It 
may contain two or more corps as well as other units assigned to it as 
“army troops.” The number of corps in an army will vary with the 
tactical situation, and the corps themselves may be wildly scattered 
as to location. An army is both a tactical and an administrative unit. 

10. A corps is likewise a large, flexible, tactical unit. It is com- 
posed of a number of divisions and of additional regiments and bat- 
talions from many different arms and services. It also has assigned 
to it and administers certain units known as “corps troops.” 

11. The modern infantry division is triangular in organization. 
This means that it consists basically of three infantry regiments plus 
four artillery battalions and smaller units of the various arms and 
services. For tactical purposes a division is normally organized as 
three “combat teams,” each formed by an infantry regiment supported 
by a field artillery battalion and having detachments of service units 
attached. A division is both an administrative and a tactical unit 
with an approximate war strength of 15,000 officers and men. 

12. Your own unit, a regiment, is normally commanded by a colonel. 
He is assisted by his staff officers, six in number, who act as his ad- 
visei*s on training, tactics, supply, intelligence, and administrative 
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matters. The responsibilities of the staff officers are given in detail in 
chapter 2, but in each case the staff officer never exercises command 
over regimental personnel except over those individuals who are as- 
signed to his own office. Thus, when a staff officer issues orders through 
the adjutant to units of the regiment, he always does so in the name of 
the commander. 

13. Figure 5 shows the organization of the units that compose a 
regiment. It indicates that the chain of command passes through 
battalion commanders to company commanders. In administrative 
matters, which do not affect training and tactics, the company com- 
manders communicate directly with regimental headquarters. The 
reason for this is that the battalions are organized for purely tactical 
purposes, and their commanders are to be freed as much as possible 
from administrative routine. 

14. In arms other than the Infantry, units similar to those just 
described also exist. Sometimes, however, they are known by other 
names. A company would be paralleled in the Artillery by a “bat- 
tery,” in the Cavalry by a “troop,” and in the Army Air Forces by a 
“flight.” The comparable unit to an Infantry battalion in the Army 
Air Forces or in the Cavalry is called a “squadron,” while in the Army 
Air Forces a “group” is similar to a regiment and a “wing” corresponds 
to the now obsolescent brigade. 

Section III 



CHAIN OF COMMAND 



15. Every officer or enlisted man is under the direct command of 
another. The private in an infantry company is a member of a squad 
which is led by a sergeant. The sergeant is under the command of 
the lieutenant in charge of his platoon. The lieutenant is com- 
manded by the captain of his company, the captain by the lieutenant- 
colonel or major of his battalion, and the battalion commanders by 
the colonel of the regiment. From the regimental commander, this 
continuous chain of command reaches upward through the command- 
ing generals of the division, the corps, the army or the defense com- 
mand, and the Army Ground Forces to the Chief of Staff, who is 
responsible to the Secretary of War and the President. 

16. The first basic principle which underlies the concept of com- 
mand in the Army of the United States is that any commander exer- 
cises his authority over the units in his command through the lower 
commanders of these units. For example, a regimental commander 
issues orders involving the training, discipline, or welfare of any part 
of his command, but he normally does so through the battalion, com- 
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pany, and platoon commanders, successively. This principle is im- 
portant because it preserves the authority of the commanders in each 
echelon over their units — authority that is essential if they are to be 
made responsible for their units. Similarly, matters originating in 
lower echelons and requiring decision by higher headquarters nor- 
mally pass through intermediate headquarters and commanders. 

17. There is one particular situation in which it is necessary that 
all concerned have clearly in mind how the command responsibility 
functions : when units of the field forces like a division, separate regi- 
ments, or separate battalions are stationed on a post. In such in- 
stances there is at the same station a post commander as well as a com- 
mander of a division or other unit of the field forces. AR 210-10 and 
600-20 and War Department, Army Service Forces Organization 
Manual, section 406.01 indicate the line to be drawn between the au- 
thority of the post commander and that of the commander of the field 
unit. The post commander manages the buildings, equipment, and 
utilities of the post. His mission is to facilitate the training of 
tactical units. He is responsible, through the service command 
(formerly called corps area), to the Commanding General of the 
Army Service Forces. This arrangement secures continuity in the 
policy of administering these permanent installations. In addition, 
it facilitates the ready movement of field force units away from a 
post without interrupting the continuity of this policy. A division, 
for instance, may be stationed at a post for 12 months of training. 
Under this arrangement the division may be quickly moved out and 
another one immediately moved in without affecting the smooth 
operation of the permanent installations. Furthermore, the division 
commander upon arrival at a post will only have to requisition quarters, 
equipment, and utility services from the post commander and can thus 
devote his energies to training his troops for the field. At posts 
where units of the field forces are located, post commanders are 
directed to give primary consideration to furnishing every possible 
service and assistance to such field forces. 

18. The duties of the post commander include the safety and de- 
fense of the post ; the welfare of military personnel ; and the discipline, 
conduct, bearing, and appearance of military personnel urider his 
command,. This means that there is a distinction drawn between the 
personnel belonging permanently to the post and the personnel of the 
field force unit stationed there for training. The post commander and 
his staff have authority in all matters that concern the former; they 
furnish to the commander and staff of the field forces such services 
as quarters, equipment, supplies, and utilities. For example, the post 
quartermaster issues equipment needed by the field force unit, but once 
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issued it is the responsibility of the unit quartermaster to issue it to the 
oflicers and men of his unit. The commander of the field force unit 
located on the post still retains his complete authority over the 
discipline and training of his own troops. 

Sectiox IV 

CHANNELS OF COMMUNICATION 

Reference: AR 340-15, section II 

19. “Channels of communication” is the term applied to the routes 
by which military directives, official correspondence, and reports pro- 
ceed from the initiating individual or headquarters to the addressee. i 
When each directive, military letter, or report is prepared by an indi- 
vidual, he must decide through what higher or lower headquarters the 
communication should pass before reaching its destination. 

20. AR 340-15, section II, lays down the rules by which this ques- 
tion should be answered. It establishes in paragraph 11, three general 
principles which are to be observed : 

a. Communications^ whether from suhordinate to suf error or vice 
versa, routed through intermediate commanders. — ^This rule is applied 
for communications relating to the initiation of new or changes in 
existing polices and regulations, or those requiring decision or action 
affecting the command as a whole. Direct routing of communications 
will be resorted to only when it is obvious that such procedure will 
result in expediting action. When the latter procedure is followed, 
copies of the communication will be furnished to all interested, inter- 
mediate commanders. 

h. Communications, whether from subordinate to superior or vice 
versa, routed direct. — Communications other than the above, routine 
in nature, may bypass intermediate headquarters whenever it is appar- 
ent that intermediate headquarters are not interested and no action by 
them is required. Communications will not be' routed through a head- 
quarters which has no interest in the matter and which is not expected 
to act thereon. 

c. Communications, to whom addressed. — Communications for serv- 
ice command headquarters and tactical units, to include division head- 
quarters or smaller units, will be addressed to the commanding general 
or the commanding officer of the headquarters concerned, with a nota- 
tion inviting attention to the appropriate subdivision therein. 

21. Upon the three foregoing principles all of the detailed chan- 
nels described in AR 340-16 are based. In section II, those regula- 
tions prescribe: 
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a. How communications are handled between War Department 
agencies. 

h. To what agencies of the War Department communications from 
the Army are addressed. 

c. What types of communications are addressed to The Adjutant 
General. 

d. How communications are sent to the Army by the War Depart- 
ment 

e. To whom communications pertaining to Government insurance 
are addressed. 

22. You will also need to learn the routing of communications 
within your own headquarters, and between your headquarters and 
those which are geographically close to yours and with which yours 
has frequent contact. Within each organization you will discover 
some special customs as to channels and means of communication. On 
certain matters slight variations from normal channels may be pre- 
scribed by your headquarters or by higher local headquarters. The 
use of the telephone, telegraph, and courier service is more and more 
encouraged as a substitute for ordinary mail. These matters are not 
described in detail here, but you will have to acquaint yourself with 
them on the job. It is possible, however, to describe the typical routing 
of documents and communications within a regimental headquarters 
personnel section. This will be done in chapter 3. 

23. A fourth general principle, however, may help you. Ofl&cial 
military communications may roughly be divided into two classes : 

a. Communications that are primarily administrative, involving 
financial, supply, personnel, and similar matters. 

h. Communications that primarily involve training and tactics. 
Communications of the first class will of course proceed from the regi- 
ment to such higher headquarters as are administrative in function — 
the division; the corps, in matters for which it has administrative 
responsibility ; the army ; the service command, as the nature of the 
communication may determine; and The Adjutant General, who re- 
ceives and retains communications directed to the War Department. 
Communications of the second class will proceed through training 
and tactical headquarters ; that is, through the division, the corps, the 
army or the defense command, to the Army Ground Forces if going 
upward, or through the battalion and company, if going downward. 

24. Channels of communication in the Army will become relatively 
simple for you to understand if you will do three things: Keep in 
mind the four general principles mentioned in this section. Acquaint 
yourself in detail with section II of AR 340-15. Learn promptly the 
channels commonly used in your particular headquarters. 
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25. The application of the general rules for official communications 
is merdy a matter of common sen^. To illustrate, suppose that a 
company commander discovers that the name or serial number of one 
of his men is in error on the service record. He will direct that the 
enlisted man write a letter to the commanding general of the service 
command through his immediate company commander requesting 
that the error be corrected. This letter will go from the company 
to the reginlerital headquarters and from there direct to the com- 
manding general of the appropriate service command. Since the 
request will in no way affect the training program of the battalion 
commander, he needs to have no knowledge of it. Nor will it be 
necessary for the division, or other intervening higher echdon to 
see this letter. However, if a lieutenant in a company requests leave, 
his request will normally pass through the battalion commander for 
approval before going on to regimental and divisional headquarters. 
This is done because the absence of a company officer may definitely 
affect the training program of the battalion. 

26. You will understand from this illustration how thq rule that 
communications should pass through interested commanders is ap- 
plied in practice. In every case someone in the headquarters must 
exercise sound judgment in determining what channels should be 
used. You will find that certain reports, records, and types of official 
correspohdence customarily pass through well-defined channels. 
These channels are determined in a common sense manner. Thus you 
should have no trouble learning which to use, if you inquire into the 
reasons why they are used. 
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Chapter 2 

ORGANIZATION OF REGIMENTAL HEADQUARTERS 

Paragraphs 



Section I. General • 27-28 

II. Staff 29-32 

III. Organization of adjutant’s office 33-44 



Section I 
GENERAL 

27 . A regimental headquarters is organized to govern all matters 
that concern approximately 3,500 individuals. In fact the headquar- 
ters can be compared to a town or city government which operates and 
establishes policies for the welfare of its citizens. The work which 
this headquarters does, however, is much more extensive than the gov- 
ernmental activities in a town of the same population. Headquarters 
must not only provide services equivalent to the usual municipal ones, 
but also arrange to train officers and men; to direct them effectively 
on maneuvers or in combat ; to feed, clothe, house, and pay them ; and 
to provide recreation for them. 

28. If all of these training and welfare activities are to be carried 
on successfully, you can see that careful and detailed organization is 
essential. Without definite assignments of duties to individuals and 
without a clear statement of individual responsibility, none of the 
objectives of the commander can be achieved. It is for this reason 
that the commander appoints certain advisers, known as his staff, and 
directs one of them, the adjutant, to administer the affairs of the 
regiment. 

Section II 

STAFF 

29 . The regimental staff is a team which makes it possible for one 
man, the commanding officer, to exercise his leadership over 3,500 
individuals. It is obvious that the regimental commander cannot 
keep in personal touch with all members of his command. Nor can 
he alone attend to all the details of disciplining, feeding, housing. 

Digitized by 



Google 



15 



Original from 

UNIVERSITY OF CALIFORNIA 




29-31 



THE ARMY CLERK 



and equipping his men. While these functions are his responsibility, 
they must actually be performed by others under his orders. For 
this purpose he selects as his assistants officers who are known as his 
staff. None of these staff officers has a command function in himself ; 
each represents only the will of the commander and is merely the 
medium through which the commander’s orders are transmitted. 

30. Six officers form the commander’s team of assistants. At the 
head of this staff in an infantry regiment or similar unit is the execu- 
tive officer (a lieutenant colonel). His duties, like those of the chief 
of staff of a larger unit, are to plan, supervise, and coordinate the 
work of subordinate staff officers. He corresponds to the general 
manager of a business, to whom each department head is directly 
responsible. 

31. In an infantry regimental headquarters there are five subordi- 
nate staff officers : • 

a. S-1 is the adjutant (a captain). He has in his charge all admin- 
istrative matters pertaining to both commissioned and enlisted per- 
sonnel. He is directly responsible for interpreting the will of the 
commander in all official relationships, for maintaining accurate 
records throughout the regiment, for supplying accurate reports to 
other units, for carrying on all official correspondence, and for pro- 
mulgating orders other than field orders. His responsibility, further- 
more, extends to all those staff functions which are not specifically 
delegated to others. In his relationship to the enlisted personnel 
assigned to his office, he is, like an office manager, responsible for their 
training and efficiency. 

&. S-2 is the intelligence officer (a captain). He must keep the 
regimental commander informed of enemy disposition, location, 
strength, and probable intention; he must maintain up-to-date and 
accurate information regarding our own and enemy forces; he must 
supply maps within the regiment and must maintain S-2 information 
on the position and operation maps. In a training program, his 
chief responsibilities are the training of regimental intelligence per- 
sonnel and the investigation of subversive activities. 

c. S-3 is the operations officer (a major) during combat or field 
operations ; during training periods he is the plans and training officer. 
He executes the combat or training policies of the commander. In 
addition, he advises the commander in the formulation of these poli- 
cies, keeps him constantly informed of the status of the regiment’s 
training and combat efficiency, issues combat orders, and performs 
such other appropriate duties as the commander may direct. 

d. S-4 is the supply officer (a major). He is responsible for the 
supply of clothing, equipment, rations, and ammunition of the regi- 
ment as well as &r the transporation of men and supplies. Although 
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he is a member of the staff, as commander of the regimental supply 
service, he normally maintains his headquarters with the Service 
Company. 

e. The special service officer (a captain) may be called upon to 
advise and assist the commanding officer in matters affecting morale. 
He is responsible for the development and the coordination of recrea- 
tion, welfare, athletics, and nonmilitary education for regimental per- 
sonnel. He supervises facilities provided for these activities. 

32 . Of the five subordinate staff officers the adjutant is the key 
man. His special importance emanates primarily from his duty to 
assume all responsibilities not specifically assigned to other staff 
officers. All affairs of the regiment, except certain orders of S-3, pass 
through the office of the adjutant since his is the office of record in 
the regiment. Because the regimental clerks actually keep the per- 
sonnel and historical records of the regiment and prepare regimental 
orders and bulletins, they in part share the adjutant’s responsibilities. 
This is one important reason why you, as a regimental clerk, should 
perform your duties W 3 th particular faithfulness. The care with which 
you work has a direct bearing upon the welfare of every officer and 
man in the regiment. 



Section III 

ORGANIZATION OF ADJUTANT’S OFFICE 

33 . The organization and operation of headquarters, the adminis 
trative department of the. regiment, is the task of the adjutant, youi 
commander. The specific duties of the adjutant prescribed in para- 
graph 8, AR 15-6, are— 

a. Management of official correspondence. 

h. Operation of all activities at the headquarters pertaining to as- 
signment, transfer, promotion, retirement, discharge, classification, 
procurement and replacement of personnel; leaves of absence and fur- 
loughs; assignment of quarters; decorations, citations, honors, and 
awards. 

c. Authentication and distribution of all orders and instructions, 
except those pertaining to combat operations and military intelligence. 

d. Preparation and submission of returns and of reports on strength, 
casualties, captured materiel, and prisoners of war. 

e. Preparation and distribution of the station list. 

/. Upon mobilization, the direction and supervision of the Army 
Postal Service within the command. 

34 . You will understand from paragraph 33& that the adjutant is 
charged with heavy responsibilities toward all regimental personnel. 

In fact the operation of the Army Personnel System (AR 345-5) as- 
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signs the major part of personnel record keeping to the regimental 
or unit personnel section — a part of the adjutant’s office. Much of the 
personnel administration and record keeping which was formerly done 
by the company commanders is now done there. 

35. In order to perform these varied duties efficiently, the adju- 
tant is provided with officer and enlisted personnel. Table of Organi- 
zation for an infantry regiment (T/0 7—11) give him from the service 
company — 

1 captain, to be personnel officer with the title of assistant 
adjutant. 

1 warrant officer, also called assistant adjutant, to direct miscel- 
laneous (non-personnel) activities. (From Headquarters 
Company.) 

17 enlisted men. 

In addition, AR 345-5 provides that he may use in the unit personnel 
section the 20 company clerks (corporals) of the regiment or as many 
of them as, in the opinion of the commander, may be needed. 

36. By examining figure 6 (Organization of *an Adjutant’s Office) 
you will observe one way in which an adjutant may group the two 
assistants and the enlisted men available to him. Figure 7 shows a 
floor plan adapted to this method of organization. While these charts 
do not represent the only method of grouping for efficient operation, 
they picture a flexible organization. By utilizing all of the company 
clerks in the unit personnel section and a nucleus of assigned T/O 
personnel in each subsection, the plan makes possible the rotation of 
oompay clerks in the several jobs while the assigned T/O personnel 
remain fixed. Under this plan also the personnel officer may release 
one or more company clerks from each subsection during periods of 
slack work. 

37. You will note as well that figure 6 shows the chain of command 
in the office. Command runs directly from the adjutant through the 
warrant officer and sergeant major to the miscellaneous and postal 
sections; in another direction it runs from the adjutant through the 
personnel officer to the personnel section and thence to five subsections. 

38. While the adjutant bears the ultimate responsibility for the 
efficient operation and coordination of every activity in his office, he 
thus acts through his two chief assistants, the personnel officer and the 
warrant officer. He keeps himself constantly informed as to the work 
in all sections of his office. His personnel officer, however, is respon- 
sible to him for the operation of the personnel section, while his war- 
rant officer, through the sergeant major who is chief clerk, supervises 
the detailed work of the miscellaneous and postal sections. 
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39. Under this arrangement the required duties may be broken 
down and assigned to sections as follows: 

a. MisceUaTieovs section. — The miscellaneous section is directed by 
a technician 4th grade (sgt) as section chief. He will distribute the 
duties to be performed by his section among the personnel assigned to 
him including himself. Those duties consist of distributing mail that 
comes in for headquarters personnel; preparing “miscellaneous’' 
correspondence, general orders, memoranda, bulletins, circulars, fa- 
tigue details, officer of the day and officer of the guard rosters, and 
duty rosters for boards and courts ; maintaining the decimal files of 
“miscellaneous” correspondence, including the policy files; operating 
the mimeograph ; issuing publications, office supplies, and office equip- 
ment; providing messenger service. 

5. PostcU section. — The postal section is directed by a technician 4th 
grade (sgt) as section chief. His duties and those of. his assigned 
personnel are to receive mail from the Army Post Office (APO), to 
distribute it down to the companies, and to bundle mail received from 
the companies and dispatch it to the APO. 

c. Personnel section. — ^The personnel officer (assistant adjutant, a 
captain) is the chief of this section and is responsible to the adjutant 
for the proper functioning and coordination of ' all activities having 
to do with individual officei’s and enlisted men. A technical sergeant, 
the chief clerk of the section, supervises the detailed operation' of the 
five subsections into which the personnel section is divided. J ; ' 

(1) Enlisted subsection. — This subsection maintains service records ; 
it prepares pay rolls, final statements, statements of^ charges, applica- 
tions for insurance and allotments of pay, discharges, and reenlist- 
ments ; it keeps records of enlisted men’s pay ; it maintains the enlisted 
201 files (in which are placed all cpnimunications and reports pertain- 
ing to individual men) and enlisted locator card files; it checks the 
monthly rosters of enlisted men. 

(2) Officers' smhsection. — The officers’ subsection maintains the offi- 
cers’ 201 files and status cards ;_it_checks officers’ efficiency reports ; it 
prepares the active duty reports of Reserve officers, and officers’ pay 
and mileage vouchers ; it maintains the officers’ locator card files ; and 
it checks the monthly rosters of officers. 

(3) Rexports cmd returns subsection. — This subsection completes 
and forwards reports of change, checks morning reports daily, pre- 
pares a daily abstract of the morning reports, checks daily ration 
reports, and prepares ration and strength returns as required. 

(4) Correspondence and orders subsection. — This subsection pre- 
pares all correspondence that concerns individual officers or enlisted 
men, and drafts all special orders. 
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(6) Glassification svhsection . — ^The classification subsection main-, 
tains enlisted men’s cbssification cards (Soldier’s Qualification Card, 
WD, AGO Form No. . When enlisted men are to be reclassified, this 
section conducts the necessary inteiytew. -ftru tyj rweommends ot- 
listed men for reclassification and fofi detail tb ^rrice schools. 

40. In practice you. will find many variations of this plan. What 
has been described, therefore, you sh^ld recognize; as simply one pos- 
sible way in whidb the adjutant’s fuacth^may bii .performed.. Any 
adjutant may quite properly decido uiwh a different allocation of 
duties or may plan seeticms that differ in number as li^ell as in func- 
tion. Since these matters are not prescribed by regulation, you will 
understand that the plan prei^ted Ifere is merely a s uggestio n biised 
on practical field exper^ce. Your commanding officer may have a 
plan that is even better adapted to the work to be done in his office.* 

41. In some offices, for example, there is a separate publicatioins 

and supply section. Here Army Regulations,' directives, printed 
forms, and similar material are stayed' and distributed, Here also 
regimental directives of all types ar^ published and all mimeograph- 
ing is done. * ; ; 

42. In some offices all correspondence files are kept in one section 
so that the filing, done by trained men, niay be more accurate. 

43. Sometimes the adjutant believes that the officers’ affairs can be 
more carefully and confidentially adtnini^red by an executive sub- 
section of the miscellaneous section, Which is directly .under his own 
supervision ; in this case he will assign only routine officer records to 
the personnel section. 

44. You will also r^lize that any method of organizatibn adopted 

by an adjutant will be influenced by the amount of space available, 
the training arid experierice of personnel, the per^nality arid training 
of the personnel officer, the adaptability of the plan to combat condi- 
tions, and. the adjutant’s own preferences. / ; 
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Chapter 3 

UNIT PERSONNEL SECTION PROCEDURES 



Paragraphs 



Section I. Clerk’s responsibility 46-49 

II. Initial records ; received and checked by unit per- 
sonnel section 50-56 

III. Special order; preparation of assignment order 57-63 

IV. Morning report; how processed 64-60 

V. Report of change ; how processed 70-72 

VI. Discharge of enlisted men ; how processed 73-95 

VII. Transfer of enlisted men ; how processed 96-116 

VIII. Records of an absentee ; how processed 117-131 

IX. Pay roll ; how processed 132-133 

X. Furlough ; how processed 134-1371 

XI. Change in designation of beneficiary; how 

processed 138-141' 

XII. Appointment of noncommissioned oflScer; how 

processed 142-144 

XIII. Change in soldier’s qualification card; how 

processed 145-147 

XIV. Purchase of insurance ; how processed 148-149 

XV. Monthly personnel roster ; how processed 160-155 



Section I 

CLERK’S RESPONSIBILITY 

45. The Army is the biggest business in the world. To accomplish 
its mission, success in battle, the huge administrative machine must 
move with pi'ecision in every part. The judgment and accuracy with 
which you do your job therefore contributes directly to the success of 
the war effort. 

46. Certain procedures followed in the unit persoimel section are 
described in this chapter. They are not mandatory, but are adapted 
from the experiences of clerks who have worked in the field. They 
will vary according to local conditions and the type of organization. 
The exact procedure to be followed is a prerogative of the adjutant 
and personnel officer, acting for the regimental commander. 
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47. The unit personnel section is organized to obtain simplicity in 
administrative procedures and to cut red tape. Each member of the 
team must be alert and constantly must watch for ways in which the 
system can be improved. Any improvement must conform to Army 
Begulations and to the policies of the commander. When you dis- 
cover a short-cut or an improved method, do not, therefore, assume 
that it is authorized. Consult with your section chief, who will present 
the suggestion, if it is a good one, to the personnel officer, and the lat- 
ter will present it to the adjutant. 

48. Examples of simplified procedure are frequently used in the 
following instructions. You will note that often you are advised to 
make telephone calls for the records you need for a given task. At 
other times you are advised to visit an organization and ask personally 
for such records. Short-cuts like this should be used rather than the 
usual method (employed by many unit personnel offices to the preju- 
dice of speed and simplicity) of writing formal letters asking for 
information or records that can be obtained by telephone or runner. 
In the appendix, containing carefully annotated forms, you will find 
a valuable aid which will show you how to accomplish many forms not 
requiring extended discussion. 

49. In order to make the description of personnel section procedures 
lifelike, it is assumed in each description that you are one of the 
specialized clerks in an appropriate section of the office. Of course 
different clerks are involved in different procedures, so that you will 
have occasion to shift mentally from being, for example, an enlisted 
subsection clerk to being an orders subsection clerk. Unless you make 
this mental shift when it is indicated, you may get the false idea that 
every clerk no matter what his assignment must carry out all the 
procedures. This is not so. It is important, however, for you to 
understand all common procedures. You will then be equipped for 
any specialized job. 

Section II 

INITIAL EECORDS; RECEIVED AND CHECKED BY UNIT 

PERSONNEL SECTION 

50. In the following example it is assumed that a group of enlisted 
men, who were recently inducted, have joined your regiment from 
a recruit reception center. The records listed below were delivered 
to the personnel officer or the sergeant major of the unit personnel 
section. Your instructions are to check them over carefully, make the 
necessary entries, and distribute them to the proper subsections within 
the unit personnel section. 
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Service KecorJ (W. D., A. G. O. Form No. 24). 

Soldier’s Qualification Card (W. D., A. G. O. Form No. 20). 
Individual Clothing and Equipment Record (W. D., A. G. O. 
Form No. 32). 

Immunization Register (W. D., M. D. Form No. 81). 

A copy of the reception center or replacement training center 
special order assigning the men to the regiment. 



51. Service Record (W. D., A. G. O. Form No. 24) {Reference: 
AR 3^5-125). — a. Purpose . — The service record is the compiled mili- 
tary record of the individual enlisted man. It is initiated for each 
enlisted man at entrance into the service, whether by enlistment, reen- 
listment, draft, or induction, as well as for. each retired enlisted man 
and enlisted reservist called to active duty. It contains a complete 
record of his service from the date of enlistment, reenlistment, draft, 
induction, or call to active duty until the date of discharge, relief from 
active duty, or death. It accompanies him continuously until he is 
separated from the service. Finally it is forwarded to the War De- 
partment and becomes a permanent record in the files of The Adjutant 
General’s Office. You will understand the importance of the service 
record when you consider that millions of dollars of Government funds 
have been paid on claims which were based on entries in it and that 
other millions of dollars claimed have been disallowed on the same 
basis. An erroneous entry by you in this record may have the effect in 
later years of depriving the man of benefits to which he is entitled by 
law. Conversely, it may act to allow payment of a claim to which the 
individual is not properly entitled. Authenticated extracts from the 
service record are accepted as evidence in courts, both martial and civil. 
Furthermore, a record once closed and filed, cannot be altered except 
upon approval of the Secretary of War and then only when based 
upon indisputable proof of the error in the entry and of the correctness 
of the entry to be substituted. 

h. The personnel officer is responsible for and is charged with the 
proper posting, transferring, and closing of all service records, except 
for two entries. These pertain to the character and the efficiency 
rating of the enlisted man, and are entered and initialed by the en- 
listed man’s company or detachment commander, or by the personnel 
officer under certain circumstances (AR 345-125). You as a clerk 
must share this responsibility with your personnel officer as the entries 
are actually made by you for him. 

e. The information to be posted in the service record will come to 
you from various sources, some of which are : morning report, sick re- 
port, court martial records, general and special courj; martial orders. 
Other information, such as change in beneficiary, date on which Ar- 
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I tides of War are read, change of home address, and so forth, will be 

furnished by the company or detachment commander. 

d. All entries in the service record will be made with blue-black ink, 
except in cases where pencil notations are specifically authorized. 
After any entry is made in the service record, the service record must 
be submitted to the personnel officer for his initials or, if his initials are 
not required, for his information. If an erroneous entry is made, it 
will not be erased. A thin line will be drawn through the erroneous 
entry, and immediately above it will be written the correct entry with 
date. The correction is then submitted for the initials of the personnel 
officer. 

e. Frequently it becomes necessary for the personnel officer for the 
first time to initial an entry in the service record of a new man. Before 
submitting such a service record to him, turn to page 24 and on the 
first unused line print his name, grade, and organization. He will 
place his initials opposite your entry on the same page at the time he 
first initials the entry concerning the enlisted man. This is done so 
that initials in the service record can always be identified. 

/. In order to expedite the handling of the record by the personnel 
officer, do the following before submitting it to him for initialing or 
other action. Open the record to the page where the entry was made 
and use a paper clip to hold it open with a small square of paper in- 
serted under the clip containing a note as to exactly which entry on 
that page requires the officer's initials. If his initials are required on 
page 24, that fact should be noted also. When a record is returned to 
you by the personnel officer, always check it to insure that he has over- 
looked no entry. 

g. If at any time it is necessary to remove a service record from the 
headquarters for any reason, you must ask permission from the per- 
sonnel officer to do so. He is charged with the safekeeping of all 
records in the section so that they must not be removed from the office 
without his permission. 

A. Action regmred . — ^In order to process the service record when it 
first comes to you upon the arrival of a new man, turn to page 5 and 
make the appropriate entry under original assignments. Turn to page 
16, 1st indorsement, and enter the date upon which enlisted man re- 
ported, noting also whether he has authorized any insurance or allot- 
ment deductions, and date of last payment. Now turn to page 13, 
“Remarks financial” and enter all pay data. These entries will later 
be transcribed to the pay roll upon which the enlisted man is paid. 
Print or type the name, grade, and title of the personnel officer on page 
24. The record is now ready for the initials of the personnel officer. 
It should be routed to him through the personnel sergeant major by 
informal note clipped on it stating the exact pages and items in the 
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service record where the initials of the personnel officer are necessary. 
Upon its return to you, inspect it to insure that all entries have been 
initialed as requested. Finally, place it in the service record file. 

52. Soldier’s Qualification Card (W. D., A. G. O. Form No. 20) 
(^Reference: AR 616-^'), — a. Purpose . — In order to utilize effectively 
the varied skills and potentialities that are poured into a recruit recep- 
tion center from local selective service boards, a highly efficient classi- 
fication system must operate. As a basis for classification each indi- 
vidual is carefully questioned, studied, and if necessary, tested by 
means of especially prepared trade tests. The information thus gained 
is recorded on the soldier’s qualification card. 

h. This card is so constructed that the information on it can be coded 
by using the numbered holes around the edges. Once the numbered 
holes have been punched or coded it is possible for any department 
which must handle hundreds of cards at one time (classification sub- 
section of the unit personnel section) to sort out speedily, by means of 
a needle selector device, a group of men with any particular qualifica- 
tion desired. 



0 . The card thus accomplished forms the basis of each man’s initial 
classification. As his skills develop and his value to the Army increases, 
his development is recorded on his qualification card. You must make 
these entries accurate, precise, and legible. Inasmuch as this form 
cannot be rolled, folded, or creased, you write entries only with pen 
and ink. Do not use a typewriter. 

d. Action required , — The information to be entered on this form 
you will receive from various records and reports, many of them 
informal memoranda from the organization commander. Before you 
make any entry on the form, you should first consult AR 615-25. If 
at any time an informal memorandum from an organization com- 
mander changes the classification of any man under item 26, you 
should seek the advice of the personnel officer. This form is im- 
portant because it accompanies the enlisted man’s service record 
during his entire period of service, When he leaves the Army, the 
qualification card is sent to The Adjustant General, along with other 
pertinent records, and is permanently filed. To facilitate each man’s 
return to civil life, extracts of this card are forwarded to a job place- 
ment agency in the home town of the enlisted man. There, aided by 
Form No. 20 data, an effort is made to place him in an occupation 
similar to that which he held before entering the service. 

e. The soldier’s qualification cards are usually sent to the organiza-r 
tion commander along with copies of the special order which shows 




the assignment of the enlisted men. The company commander will 
study these cards, acquaint himself with the qualifications as shown 
on them and return them to the unit personnel officer for file in the 
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enlisted subsection. Before releasing these forms from the office, 
you as clerk should make a record of the fact that the cards have 
been sent to the company and, if they are not returned in a reasonable 
length of time, you should notify the personnel officer who will request 
their return from the company. You make your record on a Replace- 
ment Card (W. D., A. G. O. Form No. 20-1). This is a form memo- 
randum prepared for the purpose. It is illustrated in figure 31, 
TM 12-250. 

53. Individual Clothing and Equipment Record (W. D., 
A. G. O. Form No. 32) {Reference: AR 36-6680; 35-6560; 615-40 ) . — 
This record is maintained in the files of the organization commander 
and should be sent to him by informal action sheet through the mes- 
sage center. 

54. Immunization Register (W. D., M. D. Form No. 81) 

{Reference: AR 40-^10 and fo/r. 219^ TM 12-250 ) . — Careful inspection 
of this form discloses that the enlisted man has received only one 
of a series of three inoculations required. Forward this record to the 
regimental infirmary by informal action sheet, stating on it the reason 
the record is sent and the organization to which the man belongs. 
The regimental surgeon will take the necessary action to insure com- 
pletion of the inoculations at the proper time. 

55. Special order. — ^Always withdraw from the records of each 
man the special order sending him to the regiment and route it to the 
files section. This order will be the first document entered in the 
201 file of the enlisted man (his individual file) . 

56. Miscellaneous (insurance and allotments). — Checking 
pages 9 and 10 of the service record will disclose whether or not the 
enlisted man has authorized deductions or allotments. If he has 
authorized deductions for^ payments of premiums on Government 
insurance, or allotments of his pay for support of dependents, duplicate 
copies of this form, W. D., A. G. O. Form No. 29 (Authorization for 
Allotment of Pay) will also be included among the records whwi they 
are handed to you. They should be folded and inserted in the service 
record and filed with it. 

Section III 



SPECIAL ORDER; PREPARATION OF ASSIGNMENT ORDER 
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57. The first step in assigning new men to an organization is for 
the officer in charge of the arriving selectees to deliver their records 
to the personnel officer. Among these records will be found a Soldier’s 
Qualification Card (W. D., A. G. O. Form No. 20) for each man. A 
large number of these cards, each representing an individual man, 
will be sorted into occupational groups by a classification section clerk 
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by means of a needle selector device. Each of these groups will rep- 
resent men who have had special training and experience in one kind 
of occupation. 

58. The personnel officer, of course, already knows the occupational 
needs of the various organizations in the regiment. His next step, 
therefore, is to distribute the various skills represented on the cards 
so that each organization receives its share of the new men according 
to its needs. This distribution takes the form of a list containing the 
names of the selectees and their proposed assignments. The list to- 
gether with the Form No. 20 for each man will be passed to the special 
orders subsection. From this material you, as a clerk in the special 
orders subsection, will prepare the special order which assigns the 
men to appropriate organizations. If you were this special order 
clerk, what would you do? 

69. Preparing special order {Reference: AR 310-50; TM 12- 
250) . — a. General characteristics of dll special orders . — Special orders 
have to do with personnel, that is, individuals or groups of individ- 
uals. Appointments, assignments, relief, discharge, and retirement of 
all Army personnel are accomplished by special order. Special orders 
are directive in nature, individual in application, and either temporary 
or peimanent in effect. 

h. Special orders are numbered by numbering “1” the first special 
order published in a given headquarters regardless of the date upon 
which the headquarters activated. The next succeeding numbers are 
used to designate the special orders that are published on succeeding 
days. If on Sunday, for example, no order is published, the next 
number after Saturday’s is assigned to Monday’s order. A new series 
begins each calendar year with number “1” issued on the first day in 
January; (January 2 if no order is issued on New Year’s Day). Use 
only one number for any given day. 

c. These orders may consist of any number of paragraphs, each in 
effect being an order in itself. Each paragraph is numbered. Each 
one deals with one subject, such as the assignment of a man to an 
organization or the promotion of another man. More than one indi- 
vidual may be included in a paragraph provided that the subject, 
“assignment” for example, is the same. When all the paragraphs 
prepared on a certain day are printed or mimeographed together on 
one special order and this order is given a number, you have what is 
called a consolidated order. 

d. All orders contain four components : 
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Body. 
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These four cbmponents and their arrangement are illustrated in the 
model special order in paragraph 60. Of these the body is most im- 
portant. It must contain certain elements so that it may be subject 
to one interpretation only; namely, the will of the commander. If 
you are to include all these essential elements, you should ask your- 
self and ANSWER these questions : 

What is to be done ? 

Who is to do it? 

Why is it to be done? 

When is it to be done? 

How is it to be done? 

Where is it to be done? 

e. In the written special order the sequence in which the answers to 
these six key questions appear does not matter. But it does matter 
that the answer to each appears somewhere. The best procedure for 
you is always to ask yourself each question in turn and write down the 
(mswer. Once you have the answers down on paper, the arrangement 
of the elements for clarity and conciseness is simplified. 

60. Assignment to organization by special order {Reference: 
AR 310-50; pars. TM 12-260). — a. Assume now that you are 

the special orders clerk. You are given a list of men, the name of each 
being followed by his assignment. You are also given the Form No. 
20 of each man. You must draw up the order. Here is what you do. 
Since this will be the first paragraph of the day’s special order, you 
determine by reference to your special order file that the next number 
to be used is 93. From the storage cabinet you obtain a stencil ; in- 
sert it in your typewriter, and set the marginal guides and ribbon 
control. You inspect your machine to be sure the type is clean before 
you start. Then you type the heading (headquarters and date) and 
the designation (Special Orders No. 93) on the stencil. Now ask and 
ANSWER the six questions about the subject of the order. The as- 
signment of a group of men. When you have written your answers 
on a scratch pad, you will probably have something like this : 

Who : Each of the named enlisted men (Kelsey and Simms). 

What : Are hereby assigned. 

When : This date. 

Where : To organization indicated. 

Why: For duty. 

How : (This question is answered literally only when travel is 
involved in the order. In this particular case it is assumed 
to be answered since Kelsey and Simms are already at their 
proper station and no travel is involved) . 

When you arrange these answers in logical sequence, you will have 
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HEADQUAKTERS 

100th Infantry 

Fort Dix, N. J. 

3 June, 1942 

SPECIAL ORDERS 
NO. 93 

1. Each of the following-named enlisted men, component and 
specification serial number as indicated, assigned to this regiment by 
paragraph 14, Special Order 108, Headquarters, Recruit Reception 
Center, Fort Blank, N. Y., having arrived this station by rail this 
date from the recruit reception center for further assignment, is 
hereby assigned (this date) to the organization indicated below for 
duty. Last rationed to include the noon meal this date. 

ASSIGNED TO COMPANY L 

Private Kelsey, Michael J. 36100543 MSSN 521 

Private Simms, Roy W. 36100547 MSSN 521 

By order of Colonel ATWATER : 

/t/ THOMAS A. DUBOIS 

Captain, 100th Infantry, 

Adjutant. 

OFFICIAL: 

/s/ Thomas A. Dubois 

/t/ THOMAS A. DUBOIS 
Captain, 100th Infantry, 

Adjutant. 

DISTRIBUTION: 

CG 6th DIV— 5 
CO CoL— 3 
Ea Sec & Subsec — 1 
Persons concerned — ^1 
Postal officer — 2 
Extra — 5 

b. The preceding order has been given you in long form so that you 
may see more easily how it was composed. Paragraph 4/, AR 310-50, 
August 8, 1942, directs that authorized abbreviations and symbols as 
prescribed in AR 850-150 be used to the maximum extent consistent 
with clarity. Below you will find the assignment order just described 
as it would be phrased in terms of authorized abbreviations. 
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HQ 100th INF 

SO 93 Ft. Dix, N. J. 

3 June 1942 

1. Following EM asgd this regt by par 14 SO 108 Hq KRC Ft. Blank 
NY jd this datei are asgd as indicated : 

CO L 

Pvt Kelsey, Michael J. 36100543 MSSN 521 

Pvt Simms, Roy W. 36100547 MSSN 521 

By order Col ATWATER: 

A/ THOMAS A. DUBOIS 
Capt 100th Inf 

Adj 

OFFICIAL: 

/s/ Thomas A. Dubois 

A/ THOMAS A. DUBOIS 
Capt 100th Inf 
Adj 

DIST’N 

CG 6th Div — 5 
CO Co L— 3 
Ea sec & subsec — 1 
Pers concerned — 1 
Postal oflScer — 2 
Extra — ^5 

c. The usual system employed in the unit personnel section by the 
special orders clerk is to place a stencil in a typewriter at the beginning 
of the day. The clerk then types the heading and designation of the 
order, and as the need for various paragraphs develops during the 
day, each paragraph is typed. This process is continued until the 
latter part of the afternoon, about 1500, when the order is closed out 
by adding the authentication. Additional paragraphs are included 
in the next day’s order. The order is then presented to the adjutant, 
through the sergeant major and personnel officer, for signature; then 
it is sent to the publications section for reproduction and eventual 
distribution by the message center. The process of authentication, 
signature, and reproduction is so timed by you that the finished order 
will be distributed so as to reach any offices and individuals concerned 
before the close of the day’s business, preferably not later than 1600. 
If you use the system described, it will not be necessary for you to keep 
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a record of each extract published for eyentual consolidation, since 
this order is already consolidated as published. 

d. If during the day an occasion arises necessitating the immediate 
issuance of a paragraph, go to another typewriter, or remove the stencil 
from the one in use, and prepare the extract order on bond and tissue 
sheets for immediate use. When this extract is finished, replace the 
stencil containing the consolidated order in the machine and type the 
paragraph just finished as a part of your consolidation. 

e. An important thing to remember is to follow through on the 
finished order. After you have passed the stenciled order to the adju- 
tant through the sergeant major and personnel officer for signature 
and routing to the publications subsection for mimeograph reproduc- 
tion, keep it moving until it reaches the clerk who operates the mimeo- 
graph machine in the publications subsection. Then make it your 
business to see that it is promptly reproduced and passed to the dis- 
tribution subsection or message center. Remember that you have a 
goal in view : copies of the order must reach those affected before the 
end of the day. Assume the responsibility of seeing that the goal is 
attained. The “follow through” principle should be applied by every 
good clerk to every phase of his work. 

61. Checking. — When you have completed an order, you should 
chock it carefully as soon as you have removed it from your typewriter. 
Ajsk one of your fellow workers to check the stencil closely as you read 
your original written draft of the order. He should observe for cor- 
rectness names, assignment, dates, spelling, grammar, punctuation, 
order number, paragraph numbers, and all other details. An incor- 
rect or poorly prepared special order, once distributed, can cause an 
unlimited amount of embarrassment to all those concerned with its 
publication. The special order is the most widely read type of publi- 
cation in any unit because the special order deals with individuals. 
Remember also that, although the ultimate responsibility for the 
accuracy of the order rests with the officer who signs it, nevertheless 
this officer has entrusted the job of writing it to you and depends 
upon you to complete it correctly. This is one of the many times 
when you should not forget that small, sometimes boring details may 
have great importance. 

62. Reproducing. — a. In most unit personnel sections the mimeo- 
graph machine will be located with the distribution clerks in the 
message center (part of the miscellaneous section). The machine is 
operated by the same personnel. Assume that you are a clerk in this 
section and the special order above is deposited in your basket for 
reproduction. Any routine work upon which you are engaged should 
be laid aside so that the reproduction and distribution of the special 
order may be given your immediate attention. 
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h. First determine how many copies of the order are required. This 
should be indicated on the stenciled order itself in the lower left-hand 
comer under the heading “DISTRIBUTION.” There you find listed 
the activities, offices, sections, and individuals to whom a copy or copies 
of this order must be distributed. To the total of the required copies 
a few extra copies should be added for the extra file, usually about 
5 percent of the total needed for distribution. Assume the list indi- 
cated that 90 copies will be necessary for distribution. Add 5 per- 
cent for the extra file. This will make a total of 95 copies to be pro- 
duced. 

c. Place the stencil on the machine, and turn out a couple of copies 
by hand. Examine these for marginal spacing and proper printing, 
and read the text of the order as a further check against grammatical 
or other obvious errors before proceeding. The latter process having 
disclosed no errors, set the counting device on the machine to 95 copies 
and proceed. 

63. Distributing. — a. The order is now ready for distribution. 
As a further check on the correctness of the special order, the first 
copy to be distributed should be given to the officer who signed the 
order or to his sergeant major. Since the personnel officer has his 
office in the same building as yours, either take him a copy or send 
it to him right away. Stand by while he reads it. If he does not 
indicate that you may go ahead, ask him if it is in proper form for 
distribution. When he has found the order correct, you proceed to 
distribute all copies. 

h. First, take one copy of the order as a master copy. As you dis- 
tribute the others in the company boxes which are within your section, 
check them off on the master copy. For example, as the enlisted men 
concerned are assigned to Company L and this organization will need 
copies of the order, you will find under “DISTRIBUTION” a remark 
similar to the following: 

DISTRIBUTION: 

CoL— 3 V 

Strip three copies from the pile of orders, checking the master copy 
as shown above and place these copies in the box assigned to Com- 
pany L. Continue this process until every item has been checked 
on the distribution list of the master order. This master order then 
is placed in the consolidated file of special orders. It is your assur- 
ance that all activities and personnel requiring copies of the order 
have been properly furnished their copies. 

c. Those copies prepared for ultimate delivery to individuals should 
have the name of the individual written on each. Likewise those 
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copies for interoffice distribution within the unit personnel section 
should bear the title of the individual who is to receive them. For 
example the adjutant, personnel officer, and, among others, the enlisted 
subsection would be furnished copies of this order. A suitable num- 
ber of copies would be so marked. Deliver these copies to the offices 
or desks of the individuals who should have them. You do this by 
depositing each copy in the “IN” basket of the officer or section chief. 
The alert distribution clerk will picture mentally those activities, in- 
dividuals, and sections who are affected by the information contained 
in any publication and be sure that all so affected receive this infor- 
mation even though they may not be shown in the distribution list of 
the order itself. 

Section IV 

MORNING REPORT; HOW PROCESSED 
Reference: AR 345-400 

64. Company Morning Report. — a. A new morning report form 
has been adopted that permits a simpler, more efficient way in which 
to keep and maintain a record of the daily history of an organization. 
The morning report is one of the most important records in the mili- 
tary service. Not only is it the daily history of an organization or 
detachment, but it also furnishes the basic, information for many other 
vital records. Therefore, the sergeant who prepares it, and the re- 
ports and returns clerk who checks and makes abstracts of it, should 
do their work with absolute accuracy. 

&. By looking at the illustration shown in the Appendix, page 177, 
you will see that the new morning report resembles a salesbook, 4^ 
inches by 10^ inches in size. This book consists of sets of forms in 
triplicate. The sets are bound together at the bottom. The forms 
are punched at the bottom for binding after they are completed. 
Thus at any time reference to a particular morning report day is to 
be made, the date is at the top and easily visible. 

65. Preparation. — a. Normally the morning report is prepared 
by the organization first sergeant and is signed by the organization 
commander, then submitted to the unit personnel officer daily. The 
first sergeant may use a typewriter to make out the forms, or he may 
make them out in pencil, depending on the circumstances. If a type- 
writer is used, the set of three forms may be removed from the binder 
by tearing along the row of perforations at the base of the forms. 
The tab at the top is left secured to facilitate insertion in the type- 
writer. When the report is finished and authenticated by the com- 
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pany commander, the first sergeant will give the original and tripli- 
cate copies of the report to the company clerk who in turn will deliver 
them to the personnel sergeant major in the unit personnel section 
upon reporting for duty each morning. If the first sergeant fills out 
the report in pencil, the same procedure is followed except that the 
forms are not removed from the binder until the report is completed. 
On receipt of the morning reports of the various units by the unit per- 
sonnel sergeant major, he passes them on to the clerk whose duty it is 
to check them for accuracy and completeness and to extract from them 
certain information which is to be entered in various other personnel 
records maintained in that office. The morning report will at some 
time or other contain information concerning every man in the com- 
pany. This information must be disseminated to the various offices 
and individuals for recording on other records. This may be done 
by means of an abstract of the morning report or, in personnel sec- 
tions of smaller units, by passing the two copies of the morning report 
to the various sections of the office which are concerned with the 
entries recorded for a particular day. 

h. In addition to the remarks concerning individuals of the com- 
pany, the record of events affecting the organization as a whole are 
also entered in the morning report at the bottom of the upper part 
of the form. 

66. Checking. — a. You, as the morning report clerk, should read 
the morning report regulation (AR 345-400) very thoroughly so that 
you may be competent to perform your duty of checking the reports 
for accuracy and of preparing the abstracts. While this is the re- 
sponsibility of the unit personnel officer, it is also a case in which he 
entrusts you, his clerk and coworker, with doing a job for him as 
though you were obliged to shoulder the responsibility alone. 

&. The most important function you have as a morning report clerk 
is to check these morning reports for accuracy. After you have re- 
ceived the original and triplicate copies of the morning reports of all 
the companies and detachments of the regiment from the personnel 
sergeant major, check the remarks section of each morning report for 
completeness and clearness and for the authentication by the company 
commander. Next, check the strength section to see that the figures 
agree with the remarks section. If both are correct and agree with 
one another, you can proceed to check the rations section, using the 
information in both the remarks and the strength sections. 

c. The largest portion of the morning report form is provided for 
the remarks section. You must check these remarks daily for ac- 
curacy and completeness. In order to do this and have complete con- 
trol of your job as morning report clerk, you must devise ways and 
means of keeping informed of changes which have occurred during the 
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day and which should appear on the morning reports when they reach 
you. Keep close contact witii the discharge group, special orders 
clerk, and service record group, and any other individuals who may 
have information that will be helpful in checking the morning reports. 
Make it a part of your daily routine to ask each of these groups if 
they know about any changes which may affect the morning reports. 
For instance, a remark in a morning report showing the discharge of 
an enlisted man can be verified merely by asking Doakes, the discharge 
clerk, who sits at the desk directly behind yours, if that man was 
actually discharged. If, during the day, Doakes states that one man 
was discharged from Company C, you will naturally check the morn- 
ing report of Company C tomorrow to insure that Company C has 
dropped him as a loss to tlie company. 

d. In the lower fourth of the page are two sections. The first one 
is the strength section containing the daily strength of the company. 
It is very easy to compute this by taking the preceding day’s strength 
and either subtracting or adding the changes in the personnel of the 
company for today. The total arrived at is the correct daily strength 
li;^re. AR 845-400 describes in detail how the strength is computed. 
Study the example shown in the appendix, and you can easily 
understand how the strength figures are determined. 

e. The second part is the ration section. This, too, has been reduced 
to its simplest calculation. In the space provided for each entry, is 
the explanation of each figure to be entered. Rations can thus be 
determined very rapidly. 

/. Frequently you will discover' errors in the morning reports. If 
an error is exceptional or serious, you should bring it to the immediate 
attention of the personnel officer. If it is a minor error, make a 
notation on a small card and place it in a suspense file to check on the 
morning report of the next day to see that the error was corrected. In 
the meantime, notify tiie appropriate first sergeant so that he may 
make the correction by remark on the following day. Check your 
suspense file each day to see that the organizations have made ap- 
propriate remarks to correct the errors you have reported to them. 
Do not correct any errors in the morning report yourself. Once the 
i-eport is submitted, the entries must not be changed. Corrections are 
made by making the appropriate remark on the following day. 

67. Abstract of Morning Report (Reference : TM 12-250, Part 
One, Chap. 6, Sec. II; Part Two, Chap. 7, Sec. I, and paragraph 
203) . — a. When the morning reports are found to be correct, you must 
furnish the information they contain to the various subsections of the 
office for entry in other pertinent records. This may be done in two 
ways. Since two copies are available in the unit personnel section, in 
small units they may be passed from one desk to another for extraction 
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of the information required by each section. In larger installations, 
however, it may be considered expeditious by the personnel officer to 
have abstracts of the morning reports prepared in order that the vari- 
ous sections may do their work simultaneously. If this is the practice 
in your personnel section, prepare the abstracts and pass a copy to each 
of the subsections concerned. There is no prescribed form for this 
abstract, but you will find a good model in figure 22, TM 12-250. 
Normally copies will be furnished to the following subsections : payroll 
group, service record group, officers subsection, classification subsec- 
tion, postal subsection, report of change clerk, locator card clerk, and 
any others designated by the personnel officer. As the clerk who pre- 
pares these abstracts, you must be certain that they are correct and 
contain the same information as the morning reports. Always ask 
a fellow clerk to check them with you before passing them to the various 
sections and clerks. 

&. When the morning reports have been completely checked, all 
errors have been noted, and the abstracts of the morning reports have 
been prepared and distributed, the morning reports themselves are 
ready to be submitted through the sergeant major to the personnel 
officer. After the personnel officer has noted the morning report en- 
tries, you will route them to the distribution clerk who will place the 
original in the distribution box for forwarding to the Machine Rec- 
ords Unit or Statistical Control Unit together with the Reports of 
Change prepared therefrom. The triplicate is filed after a check is 
made to insure that all sections concerned either saw a copy of the 
morning report or was furnished ah abstract therefrom. 

68. Headquarters Morning Report. — a. The headquarters morn- 
ing report (W. D., A. G. O. Form No. 2) is used for all personnel who 
do not belong or are not attached to an organization using a company 
morning report. The adjutant general or the adjutant is responsible 
for its daily preparation and also signs it as authenticating officer. 
The report is made in triplicate each day. The duplicate is retained 
in the headquarters making the report and the original is forwarded to 
the Machine Records Unit with the daily reports of change (W. D., A. 
G. O. Form No. 303) prepared therefrom. The triplicate is forwarded 
to the unit personnel section. 

&. The headquarters morning report is accomplished in much the 
same manner as the company morning report, except that the section 
of the report devoted to strength is in more detail as to commissioned 
personnel and there is no section for the calculation of rations, since 
none is needed. Examine carefully the illustration of the new head- 
quarters morning report in the Appendix. Read carefully the Army 
Regulation No. 345-400 describing it and you will have no difficulty in 
checking the report for accuracy. After you have checked the report. 
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it is processed in the same manner as the company morning report. In 
the event of error, you may go to the adjutant’s desk and a^ that he 
correct the error before you submit it to the personnel officer or distri- 
bution clerk for forwarding. 

69. Consolidated Homing Beport. — Although regulations do 
not specify the use of a consolidated morning report, it may be the 
custom in your imit of preparing some improvised form of consoli- 
dation for the use of your commander. This may be required by him 
daily, or periodically at prescribed intervals. If a consolidated morn- 
ing report is used in your unit, you should consult your unit personnel 
officer or personnel sergeant major for information on the form to be 
used and the dates on which it is to be prepared. 



Section V 



REPORT OF CHANGE; HOW PROCESSED 



Reference: AR 345-800; pars. 203, 404-407, TM 12-250 



70. The Report of Change card (W. D., A. G. O. Form No. 303) , is 
the medium by which information recorded on the morning report 
is transmitted to the machine records unit for tabulation. From the 
machine records unit it is sent to The Adjutant General where it is 
permanently filed as a historical record of the enlisted man or officer 
concerned. It is a basic record and upon its accuracy and completeness 
depend to a large extent the usefulness and value of the entire Army 
personnel accounting system. You, as a clerk assigned the task of 
preparing reports of change, must be thoroughly familiar with the 
provisions of AR 345-800 and all other directives pertaining to this 
record. 

71. Selecting information to be reported {Reference: Par. 17^ 
AR 3Ji5-800). — a. It is not practical to record here all the various 
conditions under which a report of change would be required.. How- 
ever, you should check every entry appearing on the morning report 
against AR 34&-800 to be sure that you overlook none that should be 
reported. A good clerk will extract this information from the above 
Army Regulations for his desk file so that they may be handy for 
daily reference. 

h. Here is a practical working plan for selecting information from 
the abstract of morning report prior to the actual preparation of the 
reports of change : Reading over the abstract of remarks, check each 
entry with the types of changes shown in paragraph 17, AR 345-800. 
If, according to these regulations, the remark requires the rendition 
of a report of change, underline the remark with a colored pencil. 
Continue this process until you have underlined all remarks requiring 
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a report of change. Take, for example, the remark pertaining to 
Kelsey; it will appear on the abstract of morning report: “Pvts 
Kelsey & Simms asgd and jd 1600.” This constitutes a gain to the 
regiment and organization to which they are assigned. Turning to 
paragraph 17, AE 345-800, you find that gains to organizations are 
reported on a report of change form. Underline this remark with a 
colored pencil. 

72. Preparation of card {Reference: AR 3^6-800 ^ pars. iS03, 404r- 
407, TM 12-250). — €u The cards are furnished in book form and are 
so arranged that following each original card are two other copies. 
Remove all three copies of the report from the book and insert them 
(with necessary carbon paper) in the typewriter, if one is used. The 
original and one copy only need to be prepared for enlisted men. The 
original card is so constructed from heavy paper that it can be run 
through various types of electric accounting machines. The informa- 
tion presented on it is transcribed mechanically to other records in 
the machine records unit. If these cards are to be successfully proc- 
essed by this machine method they must reach the machine records 
unit well preserved and without mutilation. Do not use punctuation 
marks on the typewritten cards since indentations may cause holes 
that would result in mechanical difiiculties in processing the cards 
through the machine records unit. As the clerk preparing these cards, 
you must exercise extreme care when handling them, especially when 
inserting and removing them from the typewriter. The card must 
not be tom and the edges must not be damaged. You should not use 
paper clips, stapling machines, or other mechanical fasteners to bind 
the cards together. The proper way to keep them together is to place 
them between pieces of cardboard slightly larger than the change 
cards and secure with a rubber band around the entire package. 

h. Prepare a report of change for each remark you have underlined 
on the abstract. The report should contain the information required 
by AR 345-400 for morning report remarks. When construct- 
ing a remark, however, bear in mind that you must present a clear 
word picture on the card of the exact change in status of the individ- 
ual. Take Kelsey again as an example : It is not sufficient to state that 
“Pvt Kelsey asgd and jd”. This is not a true picture of what actually 
has happened. The following remark would be appropriate in this 
case: “Pvt Kelsey asgd to Co K fr Reception Center Fort Dix NJ 
jd sd”. In the latter remark you have given the full information of 
what happened to Kelsey, although the morning report did not. The 
abbreviations mean: “asgd” — ^assigned; “fr” — from; “jd” — ^joined; 
“sd” — same date. 

c. When you have completed this operation, bundle the original 
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cards as described above, secure them with a rubber band, and route 
them to the personnel sergeant major or to the personnel officer for 
signature. The duplicate copies for officers should likewise be routed 
to the personnel sergeant major or personnel officer. The file copies 
should be passed to the classification section, which will extract from 
them any r^arks pertaining to duties of officers and enlisted men, 
enter this information on the appropriate records, and send the copies 
to the filing section. There they will be filed either in the 201 files 
of the personnel concerned or chronologically by organization. 

d. The distribution given above applies only to the copies which 
are to be retained in the office. The personnel officer will initial all 
copies that are to be sent forward. They will then be returned to 
the sergeant major, who will dispatch the original cards to the division 
adjutant general or next higher administrative headquarters, where 
they will be further checked and forwarded to the machine records 
unit. The duplicate (white) copies of officer, but not enlisted men, 
will be forwarded as directed by paragraph IQe, AR 345-800. Nor- 
mally this outside distribution is made by the personnel officer or per- 
sonnel sergeant major. 



SnonoN VI 

DISCHARGE OF ENLISTED MEN; HOW PROCESSED 

(Reference: AB 345-470; 615-360, November 26, 1942; Cir. 

48, W. D., 1943, and pars. 314, 324, 325, TM 12-250) 

73. The processing of records for the discharge of enlisted men, 
as set forth in this section, is the method which will normally be fol- 
lowed to effect discharge. However, paragraph 5<?, AR 616-360, 
November 26, 1942, authorizes commanders exercising discharge au- 
thority, when it is to the best interest of the service, to direct the 
transfer of the enlisted man to be discharged by indorsement of his 
service record to the station complement, that is, service command 
or air service command agency, of the post, camp, or station, at 
which the enlisted man is then serving. Hence, when the discharging 
authority directs the transfer of the enlisted man, the unit personnel 
section will follow the procedure outlined in section VII to transfer 
the enlisted man to be discharged to the appropriate service command 
agency. 

74. Assume that you are a clerk in the enlisted subsection. The 
personnel officer notifies you that on August 30, two days hence. 
Corporal Kelsey is to be discharged for the convenience of the Gov- 
ernment in order to accept a commission. You should take the fol- 
lowing steps immediately. 
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75 . By telephone remind the first sergeant of the organization to 
which Cpl. Kelsey is assigned, that Kelsey is due for discharge and 
that you will need a list of property shortages and a clearance certifi- 
cate showing tliat Kelsey has paid all his debts to Government agencies. 

76 . The sergeant will direct Kelsey to bring all public property 
issued to him to the organization supply room. There it will be 
checked against his Individual Clothing and Equipment Record 
(W. D., A. G. O. Form Ko. 32). He will be credited with the property 
he turns in. Such property will be shown in the proper column of 
his record. The record itself will have been initialed by the enlisted 
man and his organization commander. 

77 . He is allowed to keep certain articles of clothing that are 
serviceable (AR 615-40, Sept. 1, 1942). It is found, upon checking 
this property, that Kelsey is short two items of Government property : 
One blanket, woolen, olive-drab, and one carrier, pack, M1910. The 
list of these property shortages will reach you informally and should 
bear the signature of the organization commander. From this you 
can prepare a Statement of Charges (W. D. A. G. O. Form No. 36) 
(See appendix). 

78 . The clearance certificate, after completion, will be delivered to 
you. The enlisted man about to be discharged or transferred is 
required to take this in person to the several agencies to which he 
may be indebted. The officer in charge of each agency will indicate 
on the certificate the amount Kelsey owes and will sign or initial the 
paper beside the amount. 

79. You are now ready to organize your work to complete the dis- 
charge. The following blank forms will be needed and should be 
obtained from the storage cabinet or from the personnel sergeant 
major : 

2 copies of W. D., A. G. O. Form No. 38 (Report of Physical 

Examination of Enlisted Man Prior to Discharge or 
Retirement) . 

3 copies of W. D., A. G. O. Form No. 36 (Statement of 

Charges) . 

' 1 copy of W. D., A. G. O. Form No. 25 (Extract from Service 

Record). 

1 copy of W. D., A. G. O. Form No. 55 (Discharge Certificate) . 
(Regulations require that final statement and discharge 
certificate forms be kept in the personal custody of the 
officers listed in par. 4, AR 345-475, and par. 1/, AR 345- 
470.) 

1 War Department Form No. 370 (Final Statement) (in 
duplicate). 
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80. From the service record file within the personnel section obtain 
Corporal Kelsey’s service record. If he has deposited any funds with 
the Finance Department during this enlistment, you will find a record 
of these deposits in a small folder, known as the Deposit Book ( W. D., 
F. D. Form No. 33) , kept along with the service record. Likewise you 
will need the Soldier’s Qualification Card (W. D., A. G. O. Form No. 
20). This will also be obtained from the files in the xmit personnel 
section. 

81. Back at your desk, you now have all the necessary records and 
blank forms to proceed with the clerical work involved in executing 
the discharge. What is the necessity for these various forms and 
records? In separating any individual from the service three re- 
quirements must be satisfied : 

a. Complete financial settlement between the Government and the 
individual and his return to the place from which the Government 
accepted him for service. 

h. Record of his physical condition upon separation from the serv- 
ice, in order to determine that he either returns to civil life in the same 
physical condition as when he entered the service or receives adequate 
compensation for disability. 

c. A complete chronological record of his service for the files of The 
Adjutant General from which can be compiled certain statistical and 
historical data. 

As you accomplish the following forms and records, bear these three 
requir^ents in mind, and the need for each will become apparent. 

82. Statement of Charges (W. D., A. G. O. Form No. 36) 
{Reference: AB 3^5-300). — a. From the list of property shortages 
furnished you, proceed with the preparation of the statement of 
charges. This form is used when any article of public property is 
lost, damaged, or destroyed by the fault or negligence of an enlisted 
man. Such enlisted man is required to pay the value of this property. 
When an enlisted man is to be discharged and there is a charge against 
him for property lost, damaged, or destroyed, the statement of charges 
is processed as shown in the appendix and the charge is entered on his 
final statement. In the event the enlisted man feels that the articles 
were not lost, damaged, or destroyed through his fault or negligence, 
he has the right to demand the action of a surveying officer to determine 
his liability. If the findings and recommendations of the surveying 
officer are that the enlisted man should be charged with the value of the 
property and if the report of survey is approved by the commanding 
officer, the statement of charges will be executed without his signature. 
The statement of charges, however, will be supported by a copy of the 
approved report of survey as a subvoucher. 
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h. In this case Corporal Kelsey has acknowledged the correctness 
of the charges and will sign the statement of charges. The statement 
is prepared in triplicate, and the total money value of the lost, 
damaged, or destroyed property is then entered in the service record 
on page 13 under “Bemarks financial.” When this form and the others 
to follow are completed put them in a large envelope or manila folder 
and place them in a drawer of your desk until all are ready for signa- 
ture. After signature, the statement of charges is distributed as fol- 
lows : original and duplicate are sent to the organization commander ; 
the triplicate is retained in personnel section files. In the event that 
the organization commander desires the replacement of the lost, dam- 
aged, or destroyed articles by the supply officer, a certificate will bo 
accomplished on the face of the original of the statement of charges 
(see appendix). Upon delivery of this signed original bearing the 
certificate, the supply officer will issue the replacement article. If, 
however, no replacement is desired, the statement of charges as pre- 
pared by you, without the above mentioned certificate, is delivered to 
the supply officer by the organization commander, whereupon credit 
will be given the organization commander for the property lost, dam- 
aged, or destroyed. 

83. Certificate of clearance. — There is no printed form for a cer- 
tificate of clearance. Each headquarters usually mimeographs its own. 
Furthermore, since enlisted men are no longer extended credit at the 
exchange, the barber sliop, and so forth (Cirs. 328 and 336, W. 
1942), the items on it will be few. On the clearance certificate the 
company commander has noted that Kelsey owes the post laundry 
$1.50. This debt is now to be entered on page 13 as follows : “Due PLi 
Ft Dix NJ $1.60.” When you have carefully checked the clearance 
certificate against the entries you have made under “Remarks finan- 
cial” in the service record, you will be sure that all required entries 
have been made. The clearance certificate may then be put in the 
envelope with the statement of charges. Later you will submit it 
along with the final statement for the signature of the personnel 
officer. 

84. If Kelsey has dependents and has executed a class F deduction, 
see that notice is given to the Office of Dependency Benefits, 213 Wash- 
ington St., Newark, Nv J., that Kelsey’s deduction is to be discontinued. 

85. You have now entered in the service record all obligations 
which have been shown by the statement of charges and the certificate 
of clearance. Your next step is to transcribe these entries individually 
from S/R page 13 to the final indorsement on S/R page 23 under the 
heading, “Due United States.” The last entry under this heading 
should 1^ a closing statement worded substantially as follows : “In- 
debtedness settled in full on final statement, August 1942 accounts of 
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J. W. McManus, Major FD.” The final indorsement in the service 
record of an enlisted man will be filled out when the man is discharged, 
dies, retires, returns from active duty to inactive status on the retired 
list. You can now complete the final indorsement. In effect you are 
writing the closing page of the book containing the ofiicial history of 
Corporal Kelsey during his period of service in the Army. The history 
must be closed carefully and conscientiously in all fairness to Kelsey 
and the Government. If you have done a good job, the record now 
contains all the information you need to proceed with the preparation 
of the final statement. 

86. Soldier’s Individual Pay Record (W. B., A. G. O. Form 

No. 28) {Reference : Par. 12^ AR 3^5-166 ) . — This booklet is issued by 
the enlisted man’s personnel officer at the time his service record is 
initiated. The enlisted man is required to retain it on his person 
at all times. When he is detached from his organization, he cannot 
receive pay without it. Instructions for alterations in the record 
are provided on page 8 of the record. Upon the discharge of an 
enlisted man. Form No. 28 is to be attached to the service record 
and forwarded to The Adjutant General. You should secure Kel- 
sey’s Form No. 28, reconcile it with his service record if necessary, 
and prepare to forward it as instructed. 

87. Final Statement (W. D., Form No. 370) {Reference: AR 

345-475).— -a. This form, when properly completed, is a statement to 
the disbursing officer of the enlisted man’s final accounts. From 
the information shown on the final statement the disbursing officer 
will compute the amount of pay, travel pay (not due in this case), 
deposits, and other allowances due the enlisted man. From this 
total he will deduct the amount of his indebtedness to the Govern- 
ment. The difference will be paid by the disbursing officer to the 
enlisted man either by Government check or by cash on the date 
of discharge. After the enlisted man has been paid, he is required 
to sign the final statement, certifying that he has received his final 
pay. This record then becomes a voucher for the accounts of the 
disbursing officer: The original copy eventually reaches the Gen- 

eral Accounting Office, Washington, D. C., for final audit. Your 
work must be planned so as to have this form checked, signed, and 
fully completed for submission to the disbursing officer at least 24 
hours in advance of the date of discharge. The disbursing office 
is a very busy place. Sufficient time for the proper handling of 
this form within this office must be allowed. When you have com- 
pleted the final statement, you should check it thoroughly against 
the service record and the certificate of clearance. Then it should 
be ready for submission to the personnel officer for signature, along 
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with the service record, statement of charges, certificate of clear- 
ance, and (if the man has savings) the deposit book. 

h. The personnel officer will check the final statement against 
the other records which were the sources of the items appearing 
on it. When he does so, he will want you to stand by to answer 
questions about the correctness of the form or to receive instructions 
about any changes he considers necessary. (If even minute changes 
are necessary, each must be initialed by the personnel officer.) 

c. After the personnel officer has signed the statement, he may 
direct you to deliver it to the disbursing office. If the enlisted man 
has deposits, the deposit book must acompany the final statement. 
Be sure that the final statement is properly protected against muti- 
lation during delivery. For this purpose, place it in an envelope 
or manila folder of appropriate size. The service record, clearance 
certificate, and statement of charges will be returned to you for 
suspense until the rest of the records are fully completed. At that 
time all will be submitted to the personnel officer for his signature. 

88. Beport of Physical Examination of Enlisted Man Prior 
to Discharge or Retirement (W. D., A. O. O. Form No. 38) 
{Reference: AR ^O-lCfO), — a. Every enlisted man not discharged for 
physical disability will execute on W. D., A. G. O. Form No. 38, 
a declaration of his physical condition. He will be required to 
undergo a thorough physical examination by a medical officer, when 
such officer is available, within a period of 72 hours prior to his 
honorable discharge or retirement from active Federal service. When 
a medical officer is not available, the examination will be omitted, 
unless the enlisted man, in his own opinion or in the opinion of his 
commanding officer, has a physical disability. In this event a civil- 
ian physician will be employed to make the examination. When 
a man is discharged on account of a sentence to confinement by a 
civil court, the execution of the declaration of physical condition 
will be omitted and no physical examination is required. 

h. Page 1 of Form No. 38 is divided into three parts: the upper 
third provides spaces for the enlisted man’s name. Army serial 
number, grade, organization, and occupation prior to entry in the 
service. Immediately below follows the declaration of the enlisted 
man, and following that is the certificate of the immediate com* 
manding officer. 

c. From the service record of Corporal Kelsey you obtain the in- 
formation necessary to complete the upper third of this form, but 
it will be necessary to have Kelsey visit your desk for the completion 
of the declaration of enlisted man. He should be asked each ques- 
tion on the declaration separately, and his answers to each should 
be recorded in their proper spaces. The first question is : “Have you 
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any reason to believe that at the present time you are suffering from 
the effects of any wound, injury, or disease, or that you have any 
disability or impairment of health whether or not incurred in the 
military service?” If the enlisted man’s answer to this is in the 
affirmative, you should notify the personnel officer before filling out 
the form further. If a medical examination confirms the enlisted 
man’s statement, the personnel officer will take action as prescribed 
in paragraph 8c? ( 1 ) , ( 2 ) , and ( 3 ) , AR 40-100. If, however, the answer 
is in the negative, you can complete the balance of the declaration 
for the signature of Kelsey. 

d. The immediate commanding officer or detachment commander 
should execute the certificate on the lower half of the form and affix 
his signature. When you prepare this certificate, it is best for you 
to type only the name, grade, organization, station, and date in the 
proper places, leaving the printed certificate above for the signing 
officer to complete as he desires. After the report has been signed by 
the organization commander, it is ready for the medical exam- 
iner’s record of physical examination on page 46. 

e. Place the report in an envelope and direct Kelsey to deliver it 
to the medical officer at the hospital or infirmary. 

89. Discharge Certificate (honorable) (W. D., A. G. O. Form 
No. 55) {Reference: AB — a. No enlisted man can be dis- 

charged from the service without a certificate of discharge, signed 
by a field officer of the regiment or other organization to which the 
enlisted man belongs or by the commanding officer when no such 
field officer is present. The certificate of discharge referred to above 
is the matter printed on the face of the form and does not include 
matter printed on the back. The latter is known as the enlisted 
record and is signed by the personnel officer. Blank forms for dis- 
charge will be kept in the personal custody of the commanding officer 
of your unit, as required by Army Regulations. Discharges will be 
prepared on printed forms only and not in duplicate. Improvised 
or typewritten forms will not be used for this purpose. 

&. Discharge certificates will be prepared with pen and ink or 
on a typewriter. All entries must be neatly and legibly made. In 
preparing this record you must exercise great care to insure its cor- 
rectness, neatness, and presentability since it is the official record of 
service furnished the discharged enlisted man. To him, it represents 
a period of honest, faithful service and will be proudly displayed 
to his friends and relatives in the ensuing years. 

c. A certificate of discharge for Corporal Kelsey will be obtained 
by the personnel officer and handed to you for preparation. All of 
the necessary information for completion will be shown in the service 
record. All spaces will be completed except that pertaining to the 
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character and efficiency rating. These entxies must be made and 
initialed by the organization or detachment commander in longhand 
with pen and ink. 

d. The enlisted record on the reverse side will be signed by both 
Corporal Kelsey and the personnel officer after the enlisted man has 
placed his right thumbprint in the space provided on the form. 
After the personnel officer has signed the discharge, he will deliver 
it to the unit commander for his signature on the face. 

e. On the date Kelsey is due for discharge the certificate will be 
presented to him either by the personnel officer or the organization 
or detachment commander, except when the discharge is for the 
convenience of the Government to enable the man to accept a com- 
mission. At such a time the delivery of the discharge certificate is 
delayed until arrangements for the acceptance of the commission 
are completed. Corporal Kelsey will then call at the office of the 
disbursing officer where he will be paid his final pay and allowances. 
The amount paid will be noted on the discharge certificate by the 
disbursing officer. 

90. Certificate of Service (W. D., A. G. O. Form No. 280) 

{Reference: AR 3^5-500 ). — This form will not be completed in 
Kelsey’s case because he is given an honorable discharge certificate. 
Refer to the appendix for the use of and the method of completing 
W. D., A. G. O. Form No. 280. 

91. Soldier’s Qualification Card (W. 1)., A. G. O. Form No. 

20) {Reference: AR 615-26 ). — ^The soldier’s qualification card is the 
basic record used in classification. It is accomplished for every man 
enlisted, inducted, “called,” or “ordered” into the Army of the United 
States and will accompany that man’s records wherever he is trans- 
ferred. It is used as a means of determining what assignment or 
reassignment will best fit the individual and will at the same time best 
meet the needs of the service. Upon an enlisted man’s entry into the 
service, it is filled out primarily to assist in making the best possible 
initial assignment. The data on it, however, must be kept current 
throughout the enlisted man’s service to assure proper assignment or 
reassignment at some future date. After initial classification all 
entries on this form will be made under the supervision of the 
classification officer, or of the personnel officer, from information 
furnished by the enlisted man’s organization commander. In cases 
of discharge, desertion, retirement, death, or release from active duty, 
the qualification card is forwarded to The Adjutant General with the 
service record. Care should be exercised not to fold, roll, or crease 
this card. When it is forwarded by mail, a heavy protecting envelope 
of appropriate size should be used. 
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92. Extract from Service Record (W. D., A. G. O. Form No. 

25) {Reference: section AR 3Ji6—126). — ^An extract of service 
record is prepared each time an indorsement, final or otherwise, is 
entered in a service record prior to its being forwarded for any reason. 
Properly completed this extract contains the most important entries 
appearing in the service record. It is filed in the unit personnel 
section either in the consolidated file of extracts or in the 201 file of 
the enlisted man. One copy only is prepared, except in the case of 
a National Guardsman or an enlisted man who is transferred to or 
remains assigned to the Enlisted Reserve Corps. Then a duplicate 
will be prepared and distributed as directed in paragraph 0/, AR 
615-360. 

93. The following forms have been completed and should be clipped 
together or placed in a large folder in orderly fashion : 

Statement of Charges (W. D., A. G. O. Form No. 36) in 
triplicate. 

Certificate of Clearance, one copy only. 

Soldier’s Individual Pay Record (W. D., A. G. O. Form No. 
28). 

Soldier’s Qualification Card (W. D., A. G. O. Form No. 20). 

Certificate of Discharge (W. D., A. G. O. Form No. 65). 

Service Record (W. D., A. G. O. Form No. 24). 

Extract from Service Record (W. D., A. G. O. Form No. 25). 

Report of Physical Examination of Enlisted Man Prior to 
Discharge or Retirement (W. D., A. G. O. Form No. 38, in 
duplicate). 

As each completed form is placed in the folder, you should check it 
carefully for omissions, proper signatures, and errors. The signa- 
ture of Corporal Kelsey should appear on all copies of statement 
of charges ; on the certificate of discharge ; in the service record ; on 
the report of physical examination of enlisted man. In addition 
his right thumbprint should be on the back of the certificate of 
discharge. 

94. The signature of the organization commander should appear 
on all copies of certificate of clearance and on the report of physical 
examination of enlisted man. In addition the personnel officer may 
secure on an informal memorandum signed by the company com- 
mander the character and efficiency ratings of the enlisted man. He 
may enter and initial these ratings in pen and ink in the service 
record (C4, AR 345-125) . Either he or the organization commander 
must perform this duty, but the organization commander must make 
this erUry himself on the certificate of . discharge. 

95. After obtaining the signature of Corporal Kelsey and the or- 
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ganization commander on the forms listed above, you are now ready 
to submit the forms to the personnel officer for his signature. He 
will sign all copies of statement of charges, soldier’s qualification 
card, enlisted record on certificate of discharge, service record, extract 
from service record. Normally the signed records and forms will be 
distributed by the personnel sergeant major as follows : 
a. To The Adjutant General^ U. S. Army^ Washington^ D. O. 

Service record. 

Soldier’s individual pay record. 

Soldier’s qualification card. 

Original copy of report of physical examination. 

Duplicate copy of certificate of service (if furnished). 
h. To organization conmiander. 

Original and duplicate of statement of charges. 
c. To enlisted man. 

Certificate of discharge, 

or 

Original copy of certificate of service. 

(Not required when discharge certificate is 
furnished.) 

'd. To -files in persormel section. 

Clearance certificate. 

Extract from service record. 

Duplicate copy of report of physical examination. 
e. Destroyed. 

Emergency Addressee and Personal Property Card (W. D., 

A. G. O. Form No. 43). 

SEcrnoN VII 

TRANSFER OF ENLISTED MEN; HOW PROCESSED 

(Reference; AR 616-200, March 15, 1943, Cir. 327, W. D., 
1942, and pars. 297-302, TM 12-260) 

96. During the present war and for a period of 6 months thereafter, 
an enlisted man may be transferred from one organization or station 
to another organization or station only for the convenience of the 
Government between units listed in AR 615-200. Requests for trans- 
fer of an individual out of his command ordinarily are initiated by 
either of the organization commanders concerned; that is, by his 
present commander or by the commander who is seeking the in- 
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dividual. Applications for transfer may also originate with the 
individual enlisted man if he feels that he possesses special qualifica- 
tions which better fit him for another assignment. Such applications 
must be indorsed by the man’s immediate commander or by his 
personnel officer, and by the commanding officer of the unit to which 
he requests transfer. 

97. You are the company clerk of Company C, 14th Infantry. 
Your place of duty is in the unit personnel section of the 14th Infantry, 
under the supervision of the unit personnel officer. Before your 
departure for the unit personnel section one morning, your company 
commander directs that you prepare a letter requesting the transfer 
of Corporal James B. Carter, 16043321, to another organization and 
that you deliver the letter to him in the orderly room when you return 
to the company from your office. You should take the following 
action upon reaching your office. 

98. Inform your section chief or the sergeant major of the desire of 
your company commander and request the use of the Army Regula- 
tions pertaining to the transfer of enlisted men. Your section chief 
or sergeant major will furnish you with the appropriate Army Regu- 
lation ( AR 615-200) . Study the regulation carefully and at the same 
time draw up a complete draft of the letter of application you are 
required to prepare for the company commander. When you have 
prepared the draft, you are ready to type the letter. 

99. As this is the first job of the day to be done on your typewriter, 
brush off the type, with the small brush furnished for this purpose, and 
dust the entire machine to remove any dust gathered during the night. 
This should be your regular, daily habit. Insert one bond sheet and 
three tissue sheets with clean usable carbon paper in the machine and 
set the marginal guides for proper spacing. Prepare the letter in the 
prescribed military style (chapter 5) for the signature of the organiza- 
tion commander. After completing the letter, withdraw it from the 
machine and remove the carbon paper carefully to avoid finger or 
carbon smudges. After checking it carefully to insure accuracy, place 
it in a manila folder on your desk until you are ready to return to your 
organization. Upon reaching the company, present it to the com- 
mander for his signature. He will check it carefully for accuracy 
and completeness. If the job has been well done, he will probably sign 
it with a comment that it is a neat piece of work and hand it back to 
you. Withdraw one of the three carbon copies and place it in the 
company file basket in the orderly room. It will later be placed in 
the company files. 



Digitized by 




51 



Original from 

UNIVERSITY OF CALIFORNIA 




100-101 



THE ARMY CLERK 



100. In most organizations it is a company policy for the clerk to 
deliver all outgoing communications to the headquarters at the time 
he reports for duty each day. If this is the custom in your regiment, 
you will be directed to deliver the letter to the mail and distribution 
clerk (miscellaneous section) at the headquarters. The mail clerk 
(usually a sergeant) of regimental headquarters will record the com- 
munication on a record of incoming correspondence for the day. He 
will also stamp the letter (see pars. 185-190, TM 12-260) showing the 
time of receipt, date, and headquarters of receipt. This communica- 
tion, along with others that have accumulated for interoffice distribu- 
tion, will then be delivered by an office messenger at a specified time 
to the proper office within the headquarters. In segregating these 
communications for interoffice distribution, the sergeant who is mail 
clerk is guided by the general principle that those (xunmunications 
which primarily affect an individual or groups of individuals are 
routed to the personnel officer. Those communications having to do 
with training, discipline, policy, or other matters not directly con- 
cerning individuals are routed through the sergeant major to the 
adjutant. 

101. The office messenger will deposit the letter requesting the 
transfer of Corporal Carter in the “In” basket 'on the personnel ser- 
geant major’s desk. The sergeant major will read it, check the 
reference quoted in the request, AR 615-200 to determine whether or 
not a transfer for the reason stated is authorized. He will obtain 
from the morning report clerk in the same office a tabulation of the 
strength of the organization from which the request emanated in 
order to compare this tabulation with the strength authorized for the 
organization. He will attach the tabulation to the letter. He will 
then pass the entire matter to the personnel officer, who will obtain 
from the regimental commander his approval or disapproval. The 
letter will again reach you with instructions to type on it the forward- 
ing indorsement. The information to be typed will appear on an 
informal action sheet attached to the communication when it reaches 
you. After carefully typing the required indorsement, return the 
communication to the personnel sergeant major. He will route it to 
the personnel officer to sign as assistant adjutant. After it has been 
signed, it will be placed in an “Out” basket on the desk of the signing 
officer, where it will again be picked up by an office messenger and 
returned to the mail clerk. The mail clerk will now withdraw a 
carbon copy of the entire communication for file. He will record the 
communication on the record of outgoing communications for the 
day and dispatch it to the office designated in the indorsement on the 
request. 
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102. If the office of the commander having authority to make the 
final decision in the matter and to issue the transfer order (in this 
case the division commander) is located at the same post or camp, the 
letter will be delivered to his headquarters by messenger along with 
other accumulated records and reports. Here it is again processed 
through the various offices of this headquarters in a manner similar 
to that just described. If approval for the transfer is given at 
division headquarters, the organization to which Corporal Carter is 
to be transferred will be designated and the communication will be 
routed to the special orders clerk in the division headquarters. He 
will issue a special order directing that the transfer be effected. 
Copies of this order will be routed back through the message centers 
of both headquarters in much the same manner as the original com- 
munication until copies of the order reach the imit personnel section 
of your regiment, and finally the organization commander and Cor- 
poral Carter, who is to be transferred. This special order is the 
authority under which Corporal Carter will be transferred. It is 
needed before you can begin processing the records preparatory to 
their being forwarded to the organization to which the man is to 
be transferred. 

103. Copies of the special order of transfer will be handed you by 
the personnel officer or sergeant major with verbal instructions for 
you to proceed immediately with the preparation of the required 
records. In order to be an efficient clerk, you should know exactly 
which forms and records are needed to accomplish the transfer with- 
out further instructions from the section chief. 

104. Your action upon receipt of special order. — Go to the tele- 
phone immediately and call the first sergeant of the company to 
which Carter belongs and tell him that an order transferring Carter 
has just been received. Ask him for a certificate of clearance, list 
of property shortages, and the Individual Clothing and Equipment 
Record (W. D., A. G. O. Form No. 32) of the enlisted man. Carter 
will be directed to bring all public property issued to him to the 
company supply room where it will be checked against his individual 
clothing and equipment record. Property turned in will be shown in 
the proper column on this record, and the record itself will be in- 
itialed by both Carter and the company commander. All clothing 
in his possession will be inventoried. Any differences between the 
number of articles in his possession and those shown on his Form 
No. 32 as having been issued to him will be charged against him on 
a statement of charges. These shortages will reach you by informal 
memorandum and should bear the signature of the company com- 
mander. From this list you can prepare the statement of charges. 
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105. The clearance certificate, after completion, will also be de- 
livered to you. This the enlisted man about to be transferred or dis- 
charged is required to take in person to the several agencies to which 
he may be indebted. It must be signed or initialed by the persons in 
charge of each agency and should show the amounts owed by the 
enlisted man. (See section VI for treatment of certificate of 
clearance.) 

106. Go to the service record subsection chief and obtain the service 
record of Carter. Next inform the pay roll clerk that Carter is being 
transferred and that you will need all the pay data from Carter’s 
pay account for entry in the service record. The pay roll clerk will 
amend his pay roll to show the necessary changes, since Carter will 
now be paid with the organization to which he is being transferred. 

107. Obtain from the section chief of the classification subsection 
Carter’s Soldier’s Qualification Card (W. D., A. G. O. No. 20). 

* 108. Assembling all of the above information will take the better 

part of 1 day. For this reason, as the required data reaches you, 
place it all in a manila folder for tomorrow’s use. The following 
day, when all the necessary information has reached you, you can 
prepare the records. 

109. Service Record (W. D., A. G. O. Form No. 24). — Open to 
the first imused indorsement and enter all required information. 
This indorsement properly accomplished will contain all information 
needed by the new personnel officer who will be required to pick up 
Carter on his official records. You must exercise extreme care in 
entering the pay data in the record. Check each item carefully and 
conscientiously. Remember that you are doing it for your personnel 
officer ; do it as he would himself. 

110. Soldier’s Qualification Card (W. D., A. G. O. Form No. 
20 ). — ^This must be forwarded with the service record. No entry 
concerning transfer is required in it at this time. When, however, it 
reaches the enlisted man’s new regimental headquarters, the organiza- 
tion to which he is transferred will be entered on the card in the proper 
space by the unit personnel officer of his new organization. 

111. Extract from Service Record (W. D., A. G. O. Form No. 
25). — One copy only is prepared and, after this has been signed by 
the personnel officer, it is filed in your unit personnel section. 

112. Letter of transmittal. — ^Whenever the records of an enlisted 
man are sent from one office or headquarters to another office or head- 
quarters upon the transfer of an enlisted man, these records are for- 
warded to the new office or headquarters along with a letter of trans- 
mittal addressed to the commanding officer of the new unit. The letter 
of transmittal is a military letter and simply states the reason why 
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the records are. forwarded, to whom they pertain, and the authority 
for the transfer (in this case the divisional special order). It also 
requests the receiver to acknowledge the receipt of the records. On 
the letter is listed as an inclosure each record that accompanies it. 
Normally this letter is prepared in triplicate for the signature of the 
personnel officer. When the records of the enlisted man are received 
in the unit personnel section serving the organization to which the 
man is transferred, they will be checked against the list on the letter 
of transmittal. If all records are as listed, receipt for them will be 
entered by indorsement on the letter of transmittal and it will be 
returned to your personnel section for permanent file. The letter 
thus indorsed is the personnel officer’s evidence that the records were 
properly forwarded to the organization of the transferred enlisted 
man. 

118. You should have the following records now ready: 

Service record. 

Soldier’s qualification card. 

Extract from service record. 

Letter of transmittal. 

Clearance certificate. 

Statement of charges (if any property shortages) , 

Copy of the special order. 

Clothing and equipment record. 

Emergency Addressee and Personal Property Card ( W. D., 
A. G. O. Form No. 43). 

Those requiring signature will be signed by the personnel officer. He 
will also enter and initial on the indorsement of the service record the 
character and efficiency rating of the enlisted man as it has been given 
to him by the organization commander. C4, AR 345-125, authorized 
the company commander to forward the character and efficiency rating 
to the personnel officer by memorandum. The personnel officer may 
have it copied and may initial it in the service record. 

114. The Soldier’s Individual Pay Record (W. D., A. G. O. Form 
No. 28), may require changing if the enlisted man is to be transferred 
in a different status from the one he occupies at time of transfer. If 
a change in Form No. 28 is made, it must be signed by the personnel 
officer. In the case of Corporal Carter no change in Form No. 28 is 
required, and Carter will carry his pay record with him. 

115. After the unit personnel officer or company commander has 
entered the. character and efficiency rating on the service record, the 
personnel officer or the sergeant major will see that all records are dis- 
patched to the new organization. The extract of service record will be 
withdrawn from the records after signature by the personnel officer 
and returned to the enlisted subsection for file. 
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116. The procedure for transfer between companies of the same 
regiment or comparable units will be handled in the same manner 
except that no special order is required for the transfer. Circular No. 
233, War Department, 1942, stipulates that such transfers be accom- 
plished by informal memoranda or instructions rather than by special 
order. 

Section VIH 

RECORDS OF AN ABSENTEE; HOW PROCESSED 
Reference: All 615-300, January 30, 1943 



117. Assume that you are th.e clerk in the enlisted subsection who 
handles all papers in connection with absence without leave of en- 
listed men. The extract of morning report which has been prepared 
by the morning report clerk and passed to you discloses a remark to 
the effect that an enlisted man has been dropped from the rolls as an 
absentee. Prior to this time, however, certain other administrative 
action has taken place. At the time the enlisted man first absented 
himself from his organization, the company commander immediately 
caused an officer of the company to search for, secure, and credit on 
his individual clothing and equipment record all Government prop- 
erty, including clothing, for which the absentee was responsible, in- 
cluding clothing in the hands of a Government laundry or other 
agency. The absentee’s personal effects were likewise gathered to- 
gether, inventoried, packaged, and put away for safekeeping. If 
any Government property, except clothing, had been lost as a conse- 
quence of the absence, the value of the articles lost were charged 
against him on W. D., A. G. O. Form No. 36 (Statement of Charges). 
The company commander also caused an entry to be made in the 
morning report to show the enlisted man absent without leave, stating 
the hour when the absence commenced, or, if that could not be 
determined, the hour when the absence was discovered. 

118. Extract copy of morning report. — Prior to this time, the 
company commander will have prepared and signed an Extract Copy 
of Morning Report (W. D., A. G. O. Form No. 44) , showing the change 
of status to AWOL. This will have been attached to the absentee’s 
service record. This action takes place immediately after the fact of 
absence becomes known. 

119. Descriptive list of absentee wanted by United States 
Army. — Another report that will have been prepared and signed by 
the commanding officer is W. D., A. G. O. Form No. 45 (Descriptive 
List of Absentee Wanted by the United States Army). Copies of 
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this form will have been sent to the commanding general of the service 
command in which the absence occurred, and to the service command 
of the absentee’s residence and the residence of the next of kin, and 
to such other service commands as may have been deemed useful. 
Copies of the form will have been sent also to the absentee’s local board, 
the field agency of the Federal Bureau of Investigation nearest the 
absentee’s residence, the chief of police of the town and the sheriff of 
the county of the absentee’s residence, and to the law enforcement 
authorities of any other place to which it was likely that the absentee 
may have gone. A list of the names and addresses of persons notified 
of the absence by W. D., A. G. O. Form No. 45 will have been prepared 
and attached to the enlisted man’s service record, together with a copy 
of the report. 

120. The action outlined above takes place either immediately after 
the enlisted man absents himself or when he has been absent without 
leave for 5 days, depending on the circumstances surrounding the ab- 
sence. (See par. 7&, AR 615-300, January 30, 1943.) The various 
copies of W. D., A. G. O. Form No. 45 will have been prepared by the 
personnel officer for the signature of the commanding officer, and 
mailed by him to the persons named in paragraph 119. 

121. Also, prior to the time of dropping the absentee from the 
rolls, the reports of change clerk in the personnel section has 
taken the following action. Based on the remark concerning the en- 
listed man’s absence without leave, he has rendered a report of change 
to the machine records unit showing the status changed to absent with- 
out leave. The service record clerk in the enlisted subsection has 
made an entry on page 7 of the absentee’s service record showing the 
date the absence began. 

122. If a pay roll was prepared since the enlisted man’s absence, 
the pay roll clerk has shown the enlisted man as absent without leave 
since the date the absence began, and the space where the absentee 
would normally sign the pay roll has been lined out with red ink and 
initialed by the personnel officer. If the enlisted man absented himself 
after signing the pay roll but before being paid, his name will be sim- 
ilarly lined out and initialed by the witnessing officer. 

123. The present entry in the morning report changing the status 
of the absentee from absent without leave to dropped from rolls was 
the result of action taken by the company commander in accordance 
with paragraph 6, AR 615-300, January 30, 1943. At the time the 
enlisted man absented himself, the organization commander made a 
thorough investigation of the facts and circumstances surrounding the 
absence. The chief purpose of this investigation was to discover any 
facts or circumstances which might help him in deciding whether 
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he had, at the time he absented himself, the intention of returning to 
his post and station, or of avoiding hazardous duty, or of shirking 
important service. The results of this investigation by the organiza- 
tion commander together with the names and addresses of witnesses 
and information as to the testimony they can give will have been 
recorded and filed for future use in the investigation and trial of 
i charges. AR 615-300 directs that an enlisted man be carried as 

AWOL until he returns to military control or until the expiration 
of 1 year from date of absence unless his unit is ordered outside the 
United States or the enlisted man absents himself at the port of 
embarkation. See paragraph 6, AR 615-300. 

124. As a result of the action taken by the organization commander, 
several records have been prepared by him. You will need them to 
complete the task of dropping this enlisted man from the rolls of the 
unit. Obtain the following records or documents from the company 
commander : 

а. Statement of Charges (W. D., A. G. O. Form No. 36) (if 
applicable) . 

&. Individual Clothing and Equipment Record (W. D., A. G. O. 
Form No. 32). 

c. Report of the investigation made by the organization commander 
stating the facts and circumstances surrounding the absence. 

125. All of these records should be prepared in the company and 
delivered to you on the day that the absentee is dropped from the 
rolls as a deserter on the morning report. You will often find that 
these reports will not be rendered by the responsible person as 
promptly as they should be. At these times you may have to make 

* repeated telephone calls to the organization concerned until you 
have all these records at your desk. You may even find it necessary 
to visit the organization and ask personally for the needed records. 
Remember, you have been given the task to complete and, although 
the responsibility rests with the personnel officer, you must assume 
this responsibility for him and get the job done. 

126. a. After having gathered together all these records, place 
them in a folder on your desk for safekeeping. You are now ready 
to prepare certain other records necessary in a case of absence with- 
out leave. You will need the following blank forms : 

(1) Extract from Service Record (W. D., A. G. O. Form 

No. 25). 

(2) Pay roll (War Department, Forms Nos. 366, 366a, and 

366b). 

б. You now must obtain from the service record subsection the serv- 
ice record of the absentee and from the classification subsection the 
Soldier’s Qualification Card (W. D., A. G. O. Form No. 20). 
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127. Service Becord (W. D., A. G. O. Form No. 24) {Reference: 
AB 3J^S-126). — ^For complete explanation of the service record, see 
appendix. When you are dropping an absentee, you must prepare 
the service record for forwarding to The Adjutant General for filing. 
Open the record to the next unused indorsement and complete this 
indorsement to show that the enlisted man is dropped from the rolls. 
One change must be made in the indorsement to make this clear. 
Change the word “transferred” which appears in the fourth line to 
read “absented himself (date)” and cross out the word “per.” Ex- 
cept for these minor changes, you complete the indorsement in the 
usual way, giving careful attention to the entries pertaining to the 
absentee’s debts. These, of course, you extract from the statement of 
charges, if any, and from the clearance sheet. The service record 
must be signed by the personnel officer after he or the organization 
commander has entered and initialed the character and efficiency 
ratings. It is then closed out and ready for final disposition. 

128. Notification of discontinuance of allotment {Reference: 
AR 36-6520 and Circular No. War Department., 19Jf3). — a. When 
an enlisted man has been AWOL for 15 days (or through his fault 
or neglect causes himself to be placed in a nonpay status), the pay- 
ment of all class “D” (Government life insurance), class “E” (com- 
merical insurance, bank account, or support of dependents), class 
“N” (National Service life insurance), and class “B” (United States 
War Savings Bonds), allotments in force at that time are to be 
stopped. Notification of discontinuance of class “E” allotments will 
be sent to the Office of Dependency Benefits, 213 Washington St., 
Newark, N. J.; class “D” and class “N” allotments will be sent to 
Examination Division, Building X, 19th and B Streets, NE., Wash- 
ington, D. C. ; W. D., A. G. O. Form No. 30-7 (Request for Discon- 
tinuance of Class “B” Allotment of War Savings Bonds) will be sent 
to the Army War Bond Office, Finance Department, 366 West Adams 
St., Chicago, 111. If for any reason a notification by mail may not 
reach the Office of Dependency Benefits or the Examination Division 
in sufficient time to stop the next payment to the allottee, notification 
must be made by radiogram or telegram. The radiogram or tele- 
gram should be followed by formal notification of discontinuance 
by mail on W. D., A. G. O. Form No. 30 (Notification of Discon- 
tinuance of Allotment). For example, if the enlisted man absents 
himself as late as the 25th of the month, a radiogram would be 
sent to the Office of Dependency Benefits or to the Examinations 
Division, requesting that the allotment which would be paid on the 
last day of the month be discontinued. Form No. 30 would then be 
mailed to verify the action requested in the radiogram. Notification 
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b. In other cases in which an enlisted man may be in a non-pay 
status for a period of time (such as sick not in line of duty), action 
may be taken to suspend payment on the allotment until he is placed 
back in a pay status. Suspensions of allotments are covered in para- 
graph 14, AB 35-6^0. In most cases it is much better to discontinue 
the allotment entirely and, at such time as the allotter is again placed 
on a pay status, initiate a new allotment if the allotter so requests. 

c. Upon completing Form No. 30 you should make an entry in the 
service record on page 9 or 10 to show when the request for discon- 
tinuance was forwarded. This is a very important point to remember, 
especially if you are working in the service record or pay roll subsec- 
tion. Whenever an abstract of morning report indicates that an 
enlisted man is on a non-pay status, his service record should be 
checked immediately to ascertain whether or not he has an allotm^t 
in force. If the service record indicates he has, bring it to the immedi- 
ate attention of the personnel officer or the personnel sergeant major 
for decision. This, of course, is the responsibility of the personnel 
officer, but he expects you to share with him this responsibility as a 
member of his team. 

d. Family dilowanoes under Servicemeris Dependents Allowance 
Act of 19J(2. — ^These allowances, called class “F” deductions, are 
treated differently from the allotments for insurance and so forth 
referred to above. (See Circulars Nos. 225 and 288, War Department, 
1942, and Circular No. 28, War Department, 1943.) Class “F” deduc- 
tions continue in force for the benefit of an absentee’s dependents until 
he is convicted of d^rtion or until he has been absent without leave 
for 3 months, whichever occurs first. Whenever an enlisted man has 
been absent without leave for 3 months, notification must be forwarded 
to the Office of Dependency Benefits, 213 Washington St., Newark, 
N. J., giving the date on which he was first AWOL. 

129. Supplemental pay roll {Reference: AB 34B-166, and sec- 
tions II and ///, chapter 5, pa/rt two, TM 1^%50) . — ^In all cases of de- 
sertion the enlisted man’s account will be stated in full on a supple- 
mental pay roU. Use War Department Forms Nos. 366, 366a, and 
366b for this record. Prepare these blanks in triplicate from the 
information shown on the statement of charges (if any), certificate 
of clearance, and the service record. In preparing this record be 
sure that all accounts are fully stated so that the disbursing officer 
can compute accurately a full settlement between the Government and 
the enlisted man. After the pay roll is completed and signed by the 
personnel officer, it is submitted to the local disbursing officer who will 
make a settlement of the absentee’s accounts based on the remarks you 
have entered on the pay roll. For complete details covering the prep- 
aration of an absentee’s supplemental pay roll, see AB 345-155. 
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130. Extract from service record {RefereiMse: AR 346-F25 as 
changed iy C 11 ). — One copy of the Extract from Service Record 
(W. D., A. G. O. Form No. 26) is prepared and, after signature by 
the personnel officer, is filed in the unit personnel section. This record 
should be carefully prepared to insure that information appearing 
in the service record is stated in full because it may be needed upon 
the return of the absentee to military control. After the service rec- 
ord and allied papers have been forwarded to The Adjutant General, 
this extract is the only record of the entire proceeding which is 
retained at regimental headquarters. 

131. a. After you have prepared all the records and reports, check 
them carefully for omissions or errors. Take each one separately and 
check it against the source record. When you have completed this 
operation, place the records in order for the signature of the per- 
sonnel officer. You should have the following records completed: 

Service Record (W. D., A. G. O. Form No. 24). 

Extract from Service Record (W. D., A. G. O. Form No. 25). 

Extract Copy of Morning Report (W. D., A. G. O. Form 
No. 44) (attached to service record). 

Acknowledgment of request for discontinuance of voluntary 
allotments (par. 128). 

Statement of Charges (W. D., A. G. O. Form No. 36) (if 
applicable) . 

Supplemental pay roll. War Department Forms Nos. 866, 366a, 
and 366b. 

Individual Clothing and Equipment Record (W. D., A. G. O. 
Form No. 32). 

Report of investigation by organization commander. 

Soldier’s Qualification Card (W. D., A. G. O. Form No. 20). 

List of persons informed of the absence by means of W. D., 
A. G. O. Form No. 45 (Descriptive List of Absentee Wanted 
by the United States Army) (attached to service record). 

Emergency Addressee and Personal Property Card (W. D., 
A. G. O. Form No. 43). 

h. Place all these records in logical order and submit them through 
the personnel sergeant major to the personnel officer for signature. 
Distribution of these various records is usually made by the personnel 
officer or sergeant major; you may, however, be asked to do this also. 
The records are disposed of as follows : 

. (1) To The Adjutant General. 

Service record. 

Extract copy of morning report (attached to sei*vice 
record). 
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Acknowledgment of request for discontinuance of vol- 
untary allotments. 

Individual clothing and equipment record. 

Report of investigation by organization commander. 

Soldier’s qualification card. 

List of persons informed of the absence (attached to 
service record). 

Note. — ^For disposition of above records when absentee is 

dropped from rolls when unit is ordered outside United States, 

see paragraph 6c, AB. 615-300, January 30, 1943. 

(2) To orgamsation commander . — Statement of charges, origi- 

nal and duplicate. 

(3) To fie in unit 'personnel section. 

Extract from service record. 

Copy of extract copy of morning report. 

Copies of acknowledgment of request for discontinuance 
of voluntary allotments together with copies of the 
requests for discontinuance, W. D., A. G. O. Forms 
Nos. 30 and 30-5. 

Triplicate copy of deserter’s supplemental pay roll. 

Copy of report of investigation by organization com- 
mander. 

Copy of list of persons informed of the absence by means 
of W. D., A. G. O. Form No. 45. 

Certificate of clearance. 

Emergency addressee and personal property card. 

Section IX 

PAY ROLL; HOW PROCESSED 

Reference: Appendix, AR 345-155, and part two, chapter 5, 
sections II and m, TM 12-250 

132. One of the most important functions of the personnel section 
is the preparation of the monthly and supplmiental pay rolls. The 
clerk who prepares these records must be a trained and trusted indi- 
vidual. He must be familiar with all the regulations applicable to 
pay of enlisted men. A complete list of these regulations is contained 
in TM 12-250. The personnel officer is solely responsible for the 
timely and accurate preparation of the pay roll. Because of his 
various other responsibilities, however, he can do little more than 
supervise its preparation in a general way. He will leave the details ' 
of its preparation to you, the pay roll clerk, if you prove to him that | 
you are an accurate, capable worker. i 
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133. Preparation. — a. The first step should be a mental schedule 
or plan covering the various steps involved. You will be told the 
exact date the pay roll must be in the local disbursing office. Assume 
that it is the 20th of the month. From the complexity of the roll 
and number of names to be included, determine the starting date. 
You should allow enough time for the roll to be typed and sent to 
the organization concerned for the signatures of the enlisted men. 
This will probably necessitate starting the roll about the 16th or 17th, 
dispatching it to the organization for the signatures of the enlisted 
men on the 18th, having it returned to the personnel office for check 
and signature of the personnel officer on the morning of the 19th, 
and submitting it to the local disbursing officer on the afternoon of 
the 20th. Having formulated this plan, call the first sergeants of 
the organizations for which you are preparing the roll, notify them 
that the roll will be ready for signature on the 18th at a specified 
hour. They can then make the necessary arrangements to have all 
members of their organizations present at that time. 

&. Your first act of preparation is to arrange the service records 
on your desk in the order in which the men must appear on the pay 
roll, that is, by component (Regular Army and other components), 
and alphabetically in each grade. This done, take the retained copy 
of last month’s pay roll, on which all changes in pay data have been 
entered throughout the month. The actual preparation of the roll 
is little more than a copy job. Because, however, the pay roll is a 
financial record on which funds will be disbursed and since your 
personnel officer is responsible and liable for any overpayments, you 
must take all precautions to avoid errors. Thus, as you type the 
name of each man and his pay data, check the service record thor- 
oughly. A comprehensive, detailed explanation of the proper prep- 
aration of the roll is contained in part two, chapter 5, sections II and 
III, TM 12-250. Constant reference should be made to this manual 
as well as to pertinent Army Regulations. 

c. Oheckmff pay roll . — ^Although you have exercised scrupulous care 
in the preparation of the roll, you must check it just as thoroughly 
upon completion. This is best done by asking the assistance of a fel- 
low worker. Have him sit opposite you at the desk with the finished 
pay roll. Go through each service record yourself, reading off each 
item that should be included on the roll. At this time note any dis- 
crepancies on your scratch pad and, as soon as the roll is completely 
checked, make the corrections. If you have followed your original 
plan, it will now be time for the roll to be signed by the enlisted men 
concerned. (The quadruplicate is retained until the last day of the 
month at which time appropriate entries will be made to reflect all 
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changes occurring subsequent to date of preparation. The corrected 
copy of the pay roll is then forwarded to TAG.) 

d. Signing pay roll. — ^If you cannot find time to leave the office to 
deliver the roll to the organization, call the first sergeant and request 
that he send a messenger to the personnel office for this purpose. It 
is much better, however, if you yourself take the roll to the organiza- 
tion and supervise the actual signing of the roll by the enlisted men, 
because at this time any errors you may have overlooked may be dis- 
covered by the enlisted man himself. As each man presents himself to 
sign the roll, you should caution him to read any remarks and all 
pay data on the line carrying his name and to mention any dis- 
crepancies he may notice. If any errors are discovered at this time, 
note them on a pad and make the corrections when you return to the 
office. There will be some men in the hospital. This makes it neces- 
sary for you to take the pay roll to them there for signature. If you 
do not take it yourself to the hospital for this purpose, carefully ex- 
plain to the person who does take it exactly how each one is to sign 
his name on the roll. You will find many enlisted men who must 
be cautioned as to the exact manner in which they are to write their 
names on the roll each time it is presented to them for signature. Be 
sure each enlisted man knows the line number containing his name 
and the exact way his name is to be signed before he takes up the pen 
to sign. Careless supervision at this time can cause an otherwise neat 
pay roll to become a sloppy record. Also, men who sign their names 
in an incorrect manner will not be paid. 

e. Checking roll with v/nit personnd officer. — ^After the roll has been 
signed by all members of the organization, it is now ready for the 
signature of the personnel officer on the cover page. Go to the per- 
sonnel officer and ask if he would rather check it at his desk or at 
yours. He will probably come to your desk to eliminate the necessity 
of carrying all the service records from one office to another. If this 
is the first pay roll you have prepared he will check it very carefully 
against each service record, item for item. It is at this time that you 
can prove to him that you are a capable, accurate worker. If he dis- 
covers no mistakes, he will have confidence in your ability from that 
time on. You can foster this feeling of confidence on his part by 
doing every routine job in the office just as carefully and con- 
scientiously as you have the pay roll. When the personnel officer is 
satisfied that the pay roll is correct, he will sign it and send it to tlie 
local disbursing office. 

f. Extending roU. — ^Using the remarks and various entries on the 
pay roll, the disbursing officer will enter in the proper columns the 
actual amounts of money that each enlisted man is to be paid on pay 
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day. Since these figures are entered on the original and duplicate 
copies of the pay roll only, the triplicate that has been retained in the 
unit personnel section must be completed to show these figures also. 
This is usually done by the pay roll clerk. The disbursing officer will 
notify the personnel officer when you may call at the disbursing office 
to make this extension on the triplicate copy of the roll. From the 
original copy of the roll, copy each figure in the corresponding space 
of the triplicate. The triplicate copy is now complete in every respect 
and is the official file copy for the pay roll subsection of the unit 
personnel section. It can now be used to record any changes in pay 
data throughout the month, for entry in the next pay roll. 

g. Payment of enlisted men . — ^At a time designated by the com- 
manding officer, each organization commander, as an appointed class 
A agent disbursing officer, will call at the local disbursing office, 
where he will be given the necessary funds to pay each man the 
amount owed him as shown on the pay roll. After each man has 
been paid, this fact must be noted in the service record. This entry 
in the “Eemarks financial” section in the S/R should follow the last 
entry concerning pay data. All pay data entries in the service record 
to be included on the next pay roll should be made just below this 
entry which states the fact of payment. Bear in mind that it is at 
this time also that errors not discovered in the checking process will 
come to light. Any enlisted man who is short in his pay will mention 
this fact in no uncertain terms to the paying officer, who in turn will 
notify the personnel officer. You, the clerk who prepared the pay 
roll, will then be called upon to make the necessary corrections for the 
following month’s pay roll. If the error is serious, you may lose the 
confidence of the personnel officer. It is not possible to state here all 
the various check systems a good pay roll clerk will initiate to insure 
accuracy in his work. The most important phases of pay roll prepa- 
ration are the maintenance of the individual pay records on a daily 
schedule and close cooperation with the various subsections of the 
personnel section to insure receipt of various source records such as 
special orders, extracts of morning reports, statements of charges, 
laundry lists, and so forth. If you attend to these matters and are 
sincere in your effort to master your job, you will prepare accurate 
pay rolls. 
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Section X 

FURLOUGH; HOW PROCESSED 
Reference: AB 616—276, TM 12-260, and appendix 

184, The certificate of furlough (W. D., A. G. O. Form No. 31) 
is frequently used by clerks. It is prepared in the unit personnel 
section, usually upon memorandum from the company commander. 
Properly accomplished and delivered to the enlisted man, it is his 
authority to be absent from his duties, organization, and station for 
the period stated on it. 

135. Preparation. — a. The usual custom is to prepare certificates 
of furlough in duplicate on the typewriter, although in some unit 
personnel sections it is the policy to prepare a third copy on a tissue 
sheet. You will find all the information necessary for the preparation 
of this form in the service record of the individual except that you 
will be obliged to obtain directly from the enlisted man his address 
while on furlough. The upper third of the front page of the furlough 
may be signed for the commanding ofl&cer by his adjutant. Botlx the 
“Memoranda from Company Commander” on the front page and .the 
“Certificate of Soldier’s Immediate Commanding Officer as to his 
Return from Furlough” on the back page may be signed by the per- 
sonnel officer. (See appendix.) The original will then be returned 
to the organization for delivery to the enlisted man concerned. The 
duplicate will be routed to the service record clerk in the unit person- 
nel section. This clerk will make an entry in the service record on 
page 6, showing the dates of the furlough and authority for it. The 
entry as to the time the enlisted man rejoined his organization after 
furlough is not made imtil you are notified that he actually has 
rejoined his organization for duty. When the service record clerk 
has entered the dates of furlough and the authority in the service 
record, he folds the duplicate furlough certificate to appropriate size 
and files it with the service record. There it is held until the enlisted 
man’s return from furlough. 

5. Upon return of the enlisted man from furlough, you will be 
notified in two ways. First, the original certificate of furlough will 
be taken up from the enlisted man by his company or detachment 
commander and routed to you in the enlisted subsection for prepara- 
tion of the certificate of return, which is printed on the reverse side 
of the form. Second, the following day the morning report abstract 
furnished you by the morning report clerk will contain a statement 
that the enlisted man has returned from furlough. From the enlisted 
man’s service record, remove the duplicate furlough certificate and 
prepare the certificate of return on the reverse side of both copies. 
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The date of return from furlough to be entered on this certificate 
must not be a later date than that shown bn the face of the furlough 
certificate unless the enlisted man actually overstayed his period of 
furlough. In this case the period of unauthorized absence must be 
excused by a higher authority, usually the regimental or similar com- 
mander, before you can complete the certificate of return. If the 
absence is excused, the face of the furlough will be amended to show 
an extension of the furlough. If it is not excused, the enlisted man 
will lose his furlough ration money for the entire period of the fur- 
lough, but will lose his pay only for the period of unauthorized 
absence. 

e. After you have completed the certificate of furlough, send the 
form to the personnel officer for his signature. It is still correct, how- 
ever, to send it to the company commander for his signature instead. 
If your headquarters adopts the latter procedure, you must note in 
your suspense file the fact that the furlough has been sent to the 
company for signature. The following day, if the furlough is not 
returned to you properly signed, follow through and see that it is 
returned. This is another j:ase where you have been given a job to 
finish, so that you must keep track of this record until it is finally 
completed by you. (Signature by the persoimel officer has been 
authorized in order to eliminate this last step and thus relieve the 
company commander of administrative detail.) 

136. There will be many times when you will send various records 
for signature or other action to other persons or offices who will not 
return them to you as promptly as they should. For this reason you . 
will find a growing pile of memoranda in your basket or suspense file 
concerning documents and records sent out for signature or other 
action. In some cases you will find that the persons to whom some 
of these records were sent for action have returned them promptly 
as they should, but the records themselves have not been routed back 
over your desk because of inexperienced clerical help in your office. 
In other cases the records in question may have been lost or misplaced 
by some careless individual. This latter probability is the reason 
why a check system must be kept by any good clerk on records sent 
out for signature or for other action. Think of it this way, every 
record with which you deal in the personnel section is the respon- 
sibility of the personnel officer. If any of them are lost or misplaced, 
he will have to answer for it. It is your duty as a clerk to set up and 
maintain whatever systems and checks are necessary to see that his 
records are handled and dealt with by all people in the manner he 
would wish. When you find that some organization or individual 
is repeatedly dilatory, you must and should feel free to report this 
fact to the personnel officer. Those who show carelessness or laxity 
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in handling any documents and records must be weeded out of Army 
offices. They are dangerous. There is no place for them in this phase 
of Army work. 

137. When the certificate of return has been signed on the fur- 
lough, you must make the entry on page 6 of the service record to 
show the date of the enlisted man’s return. Then both the furlough 
and the service record are submitted to the sergeant major or the 
personnel officer. The furlough will be dispatched by the sergeant 
major to the local disbursing officer, who will give the enlisted man 
the ration allowance due him for the period of absence. The furlough 
thus becomes a voucher to the accounts of the disbursing officer cover- 
ing the expenditure of the funds involved. The original copy even- 
tually reaches the General Accounting Office in Washington for final 
audit and file. The duplicate is permanently retained in the local 
disbursing office as a record of the entire transaction. 

Section XI 

CHANGE IN DESIGNATION OF BENEFICIAKY; HOW 

PKOCESSED 



Reference: AR 600—600 and appendix 

138. A new designation of beneficiary or beneficiaries on W. D., 
A. G. O. Form No. 41 (Designation or Change in Address of Bene- 
ficiary) must be executed by each officer, warrant officer. Army nurse, 
and enlisted man when the eligibility of any relative as beneficiary 
begins or ceases by reason of marriage or death; divorce of wife or 
husband; birth of child; or cessation of dependency of a child by 
reason of death. The details of this subject are covered in AR GOO- 
GOO. Those regulations should be consulted whenever it is necessary 
to initiate a change in beneficiary for any personnel. 

139. Preparation of Form No. 41. — ^A clerk preparing this form 
will find it necessary personally to question the individual requesting 
the change in beneficiary. If it cannot be arranged to have the 
individual visit the personnel section, it may be necessary for you to 
visit the organization to which the person belongs. You will find 
printed in Form .No. 41 the detailed instructions for the actual entries 
to be made on it. You may also refer to the appendix for a completed 
model and instructions. These instructions must be followed ex- 
plicitly. The form is to be signed by the designator and by a witness, 
who must be an officer or a notary public. 

140. Service record entry. — Upon completion of Form No. 41, 
the entry on page 2 of the service record must be amended to conform 
with the information entered on the form. This is done by making 
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the notation “See Eemarks Administrative” on the margin of page 2 
and entering the information from the new Form No. 41 on page 15 
of the service record. Both the service record and Form No. 41 must 
then be submitted to the personnel oflSicer for his information and 
verification. 

141. Disposition. — The Form No. 41 is mailed direct to The 
Adjutant General, Washington, D. C., for permanent file. A letter 
transmitting this form to The Adjutant General is not necessary. 

Section XII 

APPOINTMENT OF NONCOMMISSIONED OFFICER; HOW. 

PROCESSED 

Reference: AB 615—5 

142. The procedure of appointing a noncommissioned ofiicer is rela- 
tively simple. A promotion is usually based on a recommendation by 
the organization or detachment commander of the enlisted man. This 
recommendation in the form of a letter will be handed you by the 
personnel officer or the personnel sergeant major, after the promotion 
has been approved by the regimental commander, with instructions to 
include announcement of the promotion as a paragraph of the special 
order of the day. In drafting the order follow the same procedure 
outlined in section III of this chapter. 

143. Noncommissioned Officer’s Warrant (W. D., A. G. O. 
Form No. 58). — ^Prior to November 13, 1942, every enlisted man who 
was appointed a noncommissioned officer was furnished a warrant, 
W. D., A. G. O. Form No. 58. However, sec. Ill, Circular No. 373, 
War Department, 1942, directed that, for the duration of the present 
war and 6 months thereafter, the issuance of warrants to noncom- 
missioned officers, including technicians, be suspended. In lieu thereof, 
they will be furnished a copy of the order or other instrument 
announcing their appointment. 

144. Soldier’s Individual Fay Record (W. D., A. G. O. Form 
No. 28). — ^This booklet you must secure from the enlisted man who 
is appointed a noncommissioned officer, because his pay status changes. 
The change must be recorded in his Form No. 28 so that he may be paid 
if at any time he is away from his organization when pay is due. Make 
the proper change according to instructions on the form, have tlie 
change signed by the personnel officer or commanding officer, and 
return it to the enlisted man. 
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Sboixon xm 

CHANGE IN SOLDIER’S QUALIFICATION CARD; HOW 

PROCESSED 

Reference: AR 615-25, 615-26, 615-28 

145. In order to demonstrate the mechanics involved and your 
responsibilities for entries on the Soldier’s Qualification Card (W. D., 
A. G. O. Form No. 20), assume that an organization commander 
desires that an enlisted man be reclassified. An informal note express- 
ing this desire and bearing the signature of the commander has been 
approved by the personnel oflScer and has been referred to you. From 
the file obtain the qualification card of the enlisted man. Before you 
make any entry on the card, you should refer to AR 615-25. This 
regulation will guide you in selecting the information to be recorded. 
Having selected the proper remark to be entered on the card, make the 
entry in pen and ink. It will then be necessary for you to change 
the coding in the proper field on the edge of the card so that it will 
reflect the new classification of the enlisted man. The mechanics of 
making this change is also described in AR 615-25. 

146. The amended qualification card, along with the informal 
note from the organization commander, you now pass to the personnel 
officer for inspection. Although it is not required by regulation, some 
personnel officers wish to place their initials on any changes that are 
made on the qualification card. If this is the custom in your section, 
the card will be initialed and returned to you. You must now prepare 
a Report of Change card (W. D., A. G. O. Form No. 303), so that the 
new information reflected by the change in the Form No. 20 can be 
reported to the machine records unit. This information will appear 
on the monthly roster of the organization to which the enlisted man 
belongs. You prepare this report of change and submit it in the 
manner described in section V of this chapter. 

147. The above is a simple procedure and one which can be accom- 
plish^ in a short time. For this reason, you may be tempted to let 
the memoranda directing changes accumulate for processing at some 
future time. Avoid forming this bad habit. Make all changes 
promptly, as they are reported to you. The qualification cards will 
then be current at all times and will serve the purpose for which they 
are intended. In addition, you are doing the job as it should be done 
and as the personnel officer expects it to be done. 
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Section XIV 



PURCHASE OF INSURANCE; HOW PROCESSED 

148. Two enlisted men, Kelsey and Simms, decide that the National 
Service life insurance offered by the Government to members of the 
armed forces is a wise investment, and each hks decided to apply for a 
policy. The company commander instructs you, the clerk, to prepare 
the necessary papers today or to have the proper section prepare them. 

149. Preparation of application. — a. From the blank forms cabi- 
net obtain two Veterans Administration Insurance Forms Nos. 350 or 
350a. Form No. 350a should be used if the applicant has been in the 
service more than 120 days. Glancing over the form you see that, in 
order to complete it properly, you will need the two service records 
and also some additional information from the two enlisted men. The 
latter information will be rather detailed and will be more readily 
obtained by having them both visit the office. Call the first sergeant 
of their company and request that the two men be permitted to visit 
the office. When they come, have them sit beside you at the typewriter 
as you record their answers to the questions on the forms. You will 
also obtain from them at this time their individual pay records ( W. D., 
A. G. O. Form No. 28). 

h. Since they have both elected to have the premiums deducted 
monthly from their pay, you will now have to complete in duplicate 
for each enlisted man an Authorization for Allotment of Pay (W. D., 
A. G. O. Form No. 29). Obtain these forms and have the men sign 
both copies before they leave the office. The preparation of these 
forms is practically self-explanatory. You determine the amount of 
the premium by the chart on the reverse side of Form No. 350. If you 
are a noncommissioned officer, you may sign Form No. 350 or 350a 
as a witness. 

c. On each man’s individual pay record make the necessary entry 
to show that he has authorized an allotment for the insurance premium. 
This you should do in accordance with instructions on the form. The 
entry is to be authenticated by the signature of the personnel officer 
before you return the pay records to their owners. 

d. Obtain the service records from the files and on page 10 enter the 
necessary information. Also under “Remarks financial” make the 
entry which is to be transcribed to the pay roll at the proper time. 
See paragraph AR 3^5-126. 

e. The records are now ready for submission to the personnel officer 
for his signature. Arrange them in a logical, neat order with the 
service records open at the proper page for signature before sub- 
mitting them to him. The disposition of the forms usually is made 
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by the sergeant major. The duplicate copy of Form No. 29 will be 
returned to you for file with the service records. 

/. Enlisted men may also desire to execute allotments of pay for the 
payment of insurance premiums to commercial insurance companies, of 
additional sums above those required by law for the support of depend- 
ents, or of sums to be placed in banks to their own credit. W. D., 
A. G. O. Form No. 29 is* used for all these purposes. It is shown in 
the appendix. These (dlotments, which are voluntary, are to be dis- 
tinguished from the required deductions from pay for the support of 
dependents, toward "which the Government contributes. The form for 
family allowance deductions is W. D., A. G. O. Form No. 625 
(Application for Dependency Benefits). 



Section XV 

MONTHLY PERSONNEL ROSTER; HOW PROCESSED 
Reference: AR 345-900 



150. A monthly personnel roster is a list of the names of individuals 
assigned to or attached for duty to an organization or a headquar- 
ters. It is compiled as of 2359 on the last day of each month. The 
purpose of the monthly roster in general is to show the status of 
each individual on the date specified. There are two classes of 
monthly rosters: roster of ofl&cers, Army nurses, warrant officers, 
and contract surgeons; roster of troops, containing the names of 
all enlisted personnel. 

151. Preparation. — ^Rosters are prepared on W. D., A. G. O. 
Form No. 305A (Miscellaneous Report Form) by the machine rec- 
ords unit servicing the organization. (For complete details of the 
information shown on these rosters refer to par. 6, AR 345-900, 
and current directives.) After preparation, the rosters are sent 
by the machine records unit to the unit personnel section for com- 
plete verification of the information shown on them. Although the 
roster is not actually prepared in the unit personnel section, the 
information it presents is based on the individual reports of change 
you have prepared and submitted to the machine records unit 
throughout the month (see sec. V). If these reports have been 
accurate in every detail and have been dispatched promptly to the 
machine record unit each day, you will find that the roster is rea- 
sonably accurate and will require little or no correction. On the 
other hand, if the reports of change have been carelessly prepared 
and dispatched from your unit personnel section, the roster will 
require several hours of close, hard work in order to be made cor- 
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rect. The errors on the roster are in direct proportion to the errors 
on your daily reports of change. Thus the reports of change clerk 
can judge the accuracy of his work by the condition of the monthly 
roster when it is received. 

152. Checking roster. — You will find detailed instructions cover- 
ering roster corrections in paragraph 8, AR 345-900. You should 
read them over carefully before attempting to make any correc- 
tions or deletions on the roster. As these rosters must be returned 
to the machine records unit within 48 hours after receipt, the cor- 
rections must be made promptly. You should lay aside any routine 
work when you are assigned the task of correcting the roster, so 
that it will be returned within the time limit. 

153. Checking facilitated by keeping special locator card 
file. — Obtain from the locator card file the locator cards of the per- 
sonnel shown on the roster. Normally these cards are filed by grade 
within each organization. Checking the roster is greatly facilitated 
if all information on the roster requiring verification is included 
on your locator cards. The keeping of special locator cards, so de- 
signed in columnar form that it carries all the information in the 
same order in which it is to appear on the roster, has been found 
very convenient. If such a system is employed, the actual check- 
ing process then consists of a mere comparison of the locator cards 
with the roster. These cards are kept current by making daily 
entries on them from the abstract of morning report discussed in 
section IV. One ]X)int to remember in making the daily entries 
on the locator cards is that the cards must be held static from the 
last day of the month, so that they will reflect the status of each 
man as of that time. Changes occurring after the last day of the 
month, which would normally be entered on the locator cards, must 
be recorded and preserved for entry on the cards after the roster 
has been checked. Normally the roster will be received in the unit 
personnel section between the 3d and 6th of the month, depending 
on the distance between your personnel section and the machine 
records unit. Thus, the locator cards will have to be held in this 
static condition from 3 to 6 days. 

154. Action to be taken. — a. Obtain the assistance of another 
clerk and have him sit beside you. While he counts the number of 
locator cards in each grade, you count the number of men in each 
grade on the roster. Compare the two figures for each grade and 
when any differences are revealed, check within that grade for the 
name of the person omitted from the roster. During this process you 
should use the last carbon copy of the roster in order to preserve 
in good condition the original and other copies that are to be returned 
to the machine records unit. When any omissions are discovered. 
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insert the name of the person omitted in the proper place on the roster. 
You must be careful, however, to assure yourself that what may seem 
to be an omission is not merely an incorrect entry by grade. In other 
words Sergeant Jones may be listed as Corporal Jones and a correc- 
tion of grade only is necessary rather than the insertion of Sergeant 
Jones imder the heading of sergeants on the roster and a deletion, 
of Corporal Jones from under the heading of corporals. When yon 
have completed this process, the roster should be accurate in count. 

h. Now have your assistant repeat aloud the information shown on 
the locator cards while you verify the correctness of the roster. Each 
item listed in paragraph 8, AB 345-900 must be checked. As yon 
discover errors, make the necessary corrections on the carbon copy of 
the roster and in addition note them on a pad, stating the nature of the 
error. This list of errors you will need later in preparing corrected 
reports of change to substantiate the corrections made on the roster. 
After you have finished this procedure, you will have the last carbon 
copy of the roster containing all corrections and a complete list of all 
errors that you have found. Go over the list, indicating the nature of 
each error, and mark those that require a report of diange, in order to 
reconcile the machine records unit record with your up-to-date locator 
cards. Give this list to your assistant and instruct him to prepare the 
substantiating reports of change. You must now make the corrections 
on the original and remaining copies of the roster so that each agrees 
with the last carbon copy. Make these corrections as neatly as possible. 
Avoid finger smudges and do not mutilate the original or other copies 
of the roster when making these corrections. 

G. After you have made the corrections on the roster and your 
assistant has prepared the accompanying reports of change, your next 
step is to number each page of the roster in the space provided. Now 
complete the certificate on the last page of the roster. Next attach 
the reports of change to the roster pag^ to which they pertain. After 
this the roster is ready for the signature of the personnel officer. The 
personnel officer will sign the roster, initial each report of change, 
and make distribution as shown in paragraph 7, AB 345-900. 

d. In addition to the locator cards, it may happen that various other 
source records (that is, service records, morning reports, and carbon 
copies of reports of change submitted during the month) will have 
to be checked to insure accuracy of the roster. These records may be 
kept in various files in the personnel section and to obtain such infor- 
mation may require much research and effm*t. Because of this, do not 
take for granted the correctness of any information on the roster. 
Look it up and vertify it, regardless of the amount of effort it may 
take. Your personnel officer must certify that the information it 
contains is correct and you must see that it is. 
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155. Checking the roster is an important task. The entire process 
once started must be carried through to completion. The information 
■which the roster reflects must be accurate or its purpose will be 
defeated. It is important that you do your best in checking this 
record. It is true that the responsibility rests with the personnel 
officer, but here again he trusts you to share his responsibility. 
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Chafixsr 4 

USE OF REFERENCES 

Paragraphs 



Section I. Use of Army Regulations and directives 15^165 

II. Changes in Army Regulations 166-169 

III. Other directives 170-175 

IV. Manual for Courts Martial 176-177 

V. Miscellaneous references 178-179 



Secttion I 

USE OF ARMY REGULATIONS AND DIRECTIVES 

156. All decisions made and all action taken in the Army must 
conform to Army Regulations. “The President, as the constitu- 
tional Commander in Chief of the Army,” states AR 1-16 “is vested 
with a general and exclusive authority to make and publish regu- 
lations for the Army and may, in the due execution of the laws for 
the government of the Army, make needful and proper regulations 
without any legislative authority whatever.” When you are told 
that Army Regulations have the force of law, you must distinguish 
between these executive rules and the statutes passed by Congi'ess. 
The latter are “the law of the land.” Army Regulations are law 
only to the Army and to others whom they concern. As you have 
seen in chapter 1, the President exercises his authority as Com- 
mander in Chief through the Secretary of War, by whose order 
Army Regulations are publi^ed. Thus the Army l^gulations are 
directives of the President. 

157. Gathered together in several thick volumes, the hundreds of 
Army Regulation pamphlets appear to the inexperienced man a 
confused and mystifying collection of documents. When the con- 
stant stream of changes, circulars, bulletins, orders, and letter di- 
rectives coming into the office is added to them, they do indeed make 
a formidable mass of rules governing the administration of the 
Army. Yet all this material is organized according to a definite 
plan. Once you know the plan, the regulations and other directives 
become usable and intelligible guides to action. 

158. The system under which Army Regulations are titled and num- 
bered is described in AR 1-16. Here it is in brief. Each Army 
Regulation has a title consisting of two parts: the general title 
and the subtitle. For example, the title of one regulation is PER- 
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SONNEL^RANK AND PRECEDENCE. The first part, PER- 
SONNEL, is the general title and will he found on all regulations 
concerned primarily with personnel matters. The system of gen- 
eral titles, by grouping regulations in several series, is an indexing 
device intended to assist you in finding the exact reference you wish. 
The second part of the title. Rank and Precedence, is the subtitle 
and will be used only for one regulation. 

159 . Each regulation is designated also by two numbers joined 
by a dash. The numbering system is similar to the system of titles. 
The first number before the dash corresponds to the general title 
and is the same for a whole series of regulations. The second num- 
ber differentiates a particular regulation from all others in its series. 
For example, the number of the pamphlet entitled Personnel — 
Rank and Precedence is 600-15. 600 is the series or “base” number 
for all regulations about Personnel, while 15 is the subnumber of 
a particular regulation in this series. Rank and Precedence. The 
base number and subnumber of an AR are printed for convenient 
reference on the upper and outer comer of each page. Underneath 
these numbers appear the numbers of the paragraphs contained 
on that page. The entire pamphlet is indexed by section at the 
beginning of the regulation and by paragraphs at the head of each 
section. 

160 . These pamphlets are not numbered consecutively, but blank 
numbers are left for future use. When an Army Regulation is revised 
and reprinted, the new pamphlet ordinarily bears the same number 
as the current edition. A few suggestions may help you to use the 
regulations efficiently. 

161 . First: You should most certainly have on your desk for ready 
reference this list of the base numbers of the Army Regulations : 

1 — ^Army Regulations 
6 — ^Assistant Secretary of War for Air 
10 — General Staff 

15 — Adjutant General’s Department 

20 — ^Inspector General’s Department 

25 — Judge Advocate General’s Department 

30 — Quartermaster Corps 

35 — ^Finance Department 

40 — ^Medical Department 

45 — Ordnance Department 

50 — Chemical Warfare Service 

55 — Transportation Corps 

60 — Chaplains 

75 — Infantry 
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80 — Cavalry 
85-— Field Artillery 
90 — Coast Artillery Corps 
95— Army Air Forces 
100 — Corps of Engineers 
105 — Signal Corps 
130 — ^National Guard 
140 — Officers’ Beserve Corps 
145— Reserve Officers’ Training Corps 
150 — ^Enlisted Reserve Corps 
170 — Service Commands and Departments 
190 — ^Military Police 
210 — ^Posts, Camps, and Stations 
220— Organizations 
235— Regiments 
240 — ^Battalions 
245 — Companies 
250 — ^Bands 
260 — Flags 

265 — Tactical and Training Inspections 

270 — Ports of Iknbarkation and Debarkation 

300 — ^Mapping and Charting 

310 — Military Publications 

330 — Machine Records Codes 

340 — Correspondence 

345 — ^Military Records 

350 — ^Military Educ ation 

380 — Safeguarding Military Information 

410 — ^Litigation 

420 — Boards of Officers for Conducting Investigations 

490 — ^Petty Offenses Committed by Civilians 

500 — ^Employment of Troops 

600 — Personnel 

605— Commissioned Officers 

610 — W arrant Officers 

615 — Enlisted Men 

620 — Civilian Employees 

625-=-Officer Candidates 

700 — Supplies 

750 — ^Range Regulations for Firing Ammunition 
760 — ^Targets and Target Equipment 

775 — Qualification in Arms and Ammunition Training 
Allowances 
850 — ^Miscellaneous 
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162 . Second^ you must realize at once that you will not often find in 
one AR pamphlet all the regulations required for one job assigned 
to you. For example, when an enlisted man dies, it is necessary 
to use several Army Regulations in order to accomplish the notifi- 
cation of his next of kin and The Adjutant General, to have his re- 
mains prepared for burial and shipped to his home, and to close his 
accounts. In this case Uie following will be needed : 

AR 600-650 (Personnel — ^Deceased), the basic regulation. 

• AR 40-1080 (Medical Department— Current Statistical Re- 
ports, Tables, and Charts), for report of cause 
of death. 

AR 845-400 (Military Records — ^Morning Reports), for re- 
marks to go on the morning report of the or- 
ganization. 

AR 615-40 (Enlisted Men — Clothing and Equipage), for 
settlement of clothing accounts. 

AR 85-2600 (Finance Department — Soldiers’ Deposits), for 
disposal of the enlisted man’s deposits. 

AR 85-2480 (Finance Department — ^Payment of Enlisted Men 
Upon Separation From the Service), for pro- 
cedure to pay any amount due the enlisted man 
to his legal heirs. 

AR 85-1540 (Finance Department — Gratuity Upon Death 
and Settlement of Arrears of Pay) , for gratuity 
to legal heirs. 

AR 55-120 (Transportation Corps — -Transportation of Li- 
dividuals), for transportation of remains. 

AR 80-1880 (Quartermaster Corps — ^Burial Expenses), for 
preparation for burial, furnishing casket, and 
supplying clothing and the flag. 

AR 845-475 (Military Records — Final Statement), for prepa- 
ration of final statement closing out accounts of 
the deceased enlisted man. 



In the list above the general title and subtitle as well as the number 
of each regulation have been given so that you may see how the base 
numbers and subnumbers correspond to the general titles and subtitles. 

163. Thirds you can find the regulations which may be needed in 
a problem only by thinking the problem through. Thus, if the 
question concerns enlisted men, the general title will be Personnel or 
Enlisted Men and the 600 and 615 series of pamphlets will be primary 
references. If a question of pay is also involved, the Finance De- 
partment is interested; its regulations are covered in the 85 seriesi. 
If rations, or equipment, are part of the problem, the Quartermaster 
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Corps is involved and the 80 series will be needed. Or suppose the 
question has to do with exchanges. Exchanges pertain to posts, 
camps, and stations. The base number concerning posts, camps, and 
stations is 210. Going further and referring to exchanges you will 
find thLt AH 210-65 covers the subject you need. 

164. Fourth^ when you have had sufficient experience on your job 
to know your commonest problems, you should prepare a number of 
check lists of Army Regulations needed to accomplish various proc- 
esses. These will be similar to the one given above for the death of 
an enlisted man, but need contain only the number and a brief form 
of the title. They should be kept in your desk for ready reference. 
Once you have solved a constantly recurring problem, such a pre- 
pared check list is easy to make; it will save you much time and 
trouble in the future; and it will add greatly to your efficiency. 

165. Fifths you should be careful to note and apply every change 
in the Army Regulations which you must use. If you do not, your 
work will be inaccurate, will not accord with current rules, and will 
have to be done over. It will thus reflect not only upon your own 
efficiency, but also upon that of your section and of the whole 
headquarters. 

Section II 

CHANGES IN ARMY REGULATIONS 

166. Changes in Army Regulations are announced to the service 
by the War Department in AR Changes. Whenever AR Changes 
are published, that fact is noted in current War Department circulars. 
AR Changes (AR 1-15) are ordinarily published in one- or two-page 
leaflets, similar in format to Army Regulations so that they may be 
filed in binders with the regulations themselves. If the amount of 
matter to be changed in relation to the matter contained in the cur- 
rent regulation is large, a new AR rather than a change is published. 
Changes since August 7, 1942, are not cumulative unless so indicated. 
This means that all changes, except in the case of cumulative changes, 
need to be retained upon receipt and filed with the Army Regulations 
to which they pertain. 

167. At each headquarters one or more clerks are normally given 
the responsibility for inserting printed AR Changes in their proper 
places in the binders of Army Regulations. It is their duty also to 
record and file the War Department bulletins, circulars, general 
orders, memoranda, or mimeographed letters. 

168. There are various ways of recording all changes that are 
published. According to one plan, when a change is received, the 
responsible clerk should turn immediately to the office copy of the 
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pertinent regulation. He should find the paragraph or subparagraph 
that is changed. Then he should note the change conspicuously in 
the margin of the affected paragraph. His note should be phrased 
thus: 

“Changed by C 4, March 22, 1938” 

Under this plan, anyone referring to an AR paragraph beside which 
such a notation has been made should consult the publication men- 
tioned before he takes any action under the authority of that 
paragraph. 

169. Some headquarters use a card file system or a visible index 
card system. In either case the clerk makes a card for each AR and 
notes upon it by paragraph each published change. When anyone 
uses a regulation under these plans, he must check the card file or 
visible index each time. One advantage of a card file or visible 
index is that either may also include information from circulars or 
other publications that do not refer to a paragraph in any Army 
Regulation. For this purpose, topical cards may be made and filed 
alphabetically. 



Section III 



OTHER DIRECTIVES 

170. Certain other War Department publications may affect the use 
of Army Regulations, while they do not make any basic changes in 
them. 

171. War Department AGO memoranda. — a. Circular No. 264, 
War Department, 1942, announced that memoranda would be used 
after August 15, 1942, in place of unclassified mimeographed letters 
to promulgate certain routine orders and instructions of the War De- 
partment which are directive, advisory, or informative in nature and 
either temporary or permanent in duration. The use of War Depart- 
ment memoranda is to be kept to a minimum. 

&. There are tw'o series of War Department memoranda: one 
series is issued by the Secretary of War and is identified by the letter 
W placed before its classification file number; the other, issued by 
the Commanding General of the Army Service Forces, is identified 
by the letter S similarly placed. 

c. Both series are numbered serially within the classification in 
each calendar year. Here is a sample file classification and serial 
number for a War Department memorandum: 



Memorandum 
No. S210-1-42 
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S means that it comes from the Commanding General, Army Service 
Forces. The number, 210, is the classification of its subject, based 
on the system of munbering the subjects of Army Begulations 
(AR 1-10). The subject of the above memorandum is “Names for 
Government-owned Plants.” Its classification number thus is 210 — 
Posts, Camps, and Stations. The next part, 1, is the serial number 
within the classification 210. It indicates that this is the first 
memorandum pertaining to the 210 subject classification which has 
been published in 1942 by the Army Service Forces. The last part, 
42, is the last two numbers of the year in which the memorandum 
was issued. 

172. War Department bulletins. — ^These publications usually 
contain matter that is informative or advisory in nature and of per- 
manent duration. When, for example, Congress enacts legislation 
affecting Army Begulations, the new law may be incorporated in a 
bulletin and thus brought to the attention of all personnel. 

. 173. War Department circulars. — Circulars usually contain mat- 
ter that is directive in nature, general in application, but temporary 
in duration. They may be used to announce a temporary change in 
policy, for example. Before August 7, 1942, they were also used to 
promulgate changes in Army Regulations until the changes could be 
incorporated in new regulations. Since that date, however, circulars 
have not been so used. 

174. War Department general orders. — General orders usually 
include directives, general in application and of permanent duration, 
which cannot readily or immediately be incorporated in the estab- 
lished forms of regulations. War Department general orders have 
been used to redesignate corps areas as service commands, to establish 
military districts and reservations, and to grant or to revoke the 
authority of certain commanding officers to appoint general courts 
martial. 

175. War Department mimeographed letters. — ^These letters, 
though limited in use by Circular No. 264, War Department, 1942, are 
used for the dissemination of matter that has been classified as secret, 
confidential, or restricted. 



Section IV 

MANUAL FOR COURTS MARTIAL 



176. Manual for Courts Martial, U. S. Army. — ^This manual, 
published in 1928, contains the Articles of War and much matter that 
interprets them. Together with Army Regulations, this manual forms 
the basis of military law. 
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177. All procedures of courts martial are the responsibility of 
officers. Normally an Army clerk will have no more to do with courts 
martial than to prepare a court-martial order and to type the Charge 
Sheet (see appendix) or the record of trial according to exact instruc- 
tions from an officer. It is, however, helpful to a clerk to be 
acquainted with the following parts of the manual : 

Table of Maximum Punishments, pages 97-101 

Articles of War, appendix 1. 

Forms for Orders Appointing Courts Martial, appendix 2. 

Charge Sheet, appendix 3. 

Forms for Charges and Specifications, appendix 4. 

Form for Record of Trial by General Court Martial, and 
Revision Proceedings, with Notes, appendix 6. 

Form for Record of Trial by Special Court Martial, appendix 7. 

Form for Record of Trial by Summary Court Martial, ap- 
pendix 8. 

Forms of Sentences, appendix 9. 

Forms for Action by Reviewing Authority, appendix 10. 

Forms for Orders of Promulgation — Forms for Orders Vacating 
Suspensions, appendix 11. 

Section V 

MISCELLANEOUS REFERENCES 

178. Listed in this section are a number of publications which are 
valuable references for any headquarters clerk. They can be made 
available to him by being included in the headquarters library. 

a. War Depoartment publications, 

(1) TM 12—260 {AdTmnistraiion) published by the War Depart- 
ment, describes company and regimental administration and illustrates 
many common administrative printed forms. It describes many of the 
processes discussed in this manual and is an almost indispensable 
reference for Army administrators. 

(2) TM 12-220 {Administration — The Division and Large Install 
lotions) published by the War Department, is intended to assist ad- 
jutants general during the formative period of large units or upon 
first assignment to duty in the adjutant general’s section of a large 
unit. 

b. General publications. 

(1) Dictionary: Some good abridged dictionary should be available. 

(2) Secretarial handbooks, a style manual, and books on office 
practice are useful. 

179. Index to certain Army Regulations and other refer- 
ences. — This index has been prepared as of special interest to an 
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Army clerk. Copy it if you cannot keep this volume at your elbow. 

(Most of the topics listed below are treated in detail in TM 12-250.) 

Abbreviations (authorized) AR 850-1,50 

Active duty reports (Reserve officers) AR 140-5 

Agent officers AR 35-320 

Allotments AR 35-5520, 345-155 

Allotments, appropriation WD Circulars 206, 

235, 269, 314, 334, 346, 403, 1942 

Allowances (lieu rations, quarters) AR 35^520 

AR’s and how to use them AR, 1-5, 1-10, 1-15 

AWOL see Deserters 

Blank forms AR 310^100, 310-105, 310-200, 310-245 

Baggage (authorized) AR 35-4850, 55-110, 55-160, 55-410 

Boards (line of duty, death, injury, etc.) AR 420-5, 

345-415, 40^100, 35-3420, 35-1440, 35-4120, 25-20, 
35-7030, 35-7040, 35-7050, 600-550, 210-10, 615-360 

Chain of command AR 600-10, 600-15 

Channels of communication AR 340-15, 140-5, 145-10 

Classification and assignment. AR 615-25, 615-26, 615-28, 605-230 

Classification of correspondence AR 380-5, 340-15, 345-620 

Clearance from post or station TM 12-250 

Correspondence AR 340-15, 380-5, 105-25, 345-620 

Correspondence file AR 345-620 

Courts martial AR 35-2460, 35-4120, MCM 1928 

Deceased AR 600-550 

Dependents’ travel see Travel (dependents) 

Deserters AR 615-300, 600-355, 35-1420, 35-2460, 35-5520 

Discharge (release, requirement) AR 615-360, 

345-465, 345-470, 345-500, 35-2480, 40-100, 150-5 

Duty rosters AR 345-25 

Efficiency reports AR 600-185 

Enlistments AR 600-750, 35—1460 

Filing AR 345-620, WD Correspondence File, 1918 

Final statement AR 345-475 

Funds, unit and similar (council book) AR 210-50 

Furloughs, passes, delays AR 615-275, 345-125 

General prisoners see Prisoners and guard reports 

Household effects AR 35-4850, 55-110, 5.5-410 

Insurance AR 600-100, 345-155, 35-5520 

Inventory and inspection reports AR 20-35, 30-2145 

Investigations AR 420-5, 20-30, 35-4120 

Leaves (and delays en route) AR 605-115, 35-1420 

Mail service (regimental) FM 12-105 

Mess accounts AR 30-2210, TM 10-205 

Mileage see Vouchers (mileage) 

Military discipline AR 600-10 

Morning rej)orts AR 345-5, 345—400 

Noncommissioned officers: 

Appointment AR 615-5 

Duties and responsibilities TM 12-250 
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Orders AR 310-50 

Pay and pay rolls (see also Vouchers) AR 35-1500, 

35-2560, 35-1440, 35-2360, 345-155, 600-10, 35- 
5520, 35-320, 35-1340, 35-2320, 35-2440, 35-2460, 
35-2480, 35-4520. 

Per diem vouchers see Vouchers (per diem) 

Prisoners and guard reports AR 600-355, 

600-375, 600-395, 600^15, 345-40 

Property — ^individual clothing and equipment AR 20-35, 

35-6540, 35-6700, 35-6720, 345-125, 345-5, 35-6620, 
36^640, 35-6680j 615-^. I 

Property — organization (requisition, issue, 

and records) AR 20-35, 30-3000, 

35-6620, 35-6640, 35-6680, 35-6700, 345-125 

Publications (requisition, allowances, distribution) FM 21-6, 

AR 310-10, 310-50, 310-60, 310-100, 310-105, 
310-200. 

Punishment (company) AR 600-10, AW 110 

Qualification card AR 615-25, 615-26 

Ration returns AR 30-2210, WD Circular 16, 1943 

Reclassification (officers) AR 605-230 

Record of company punishment AR 600-10, AW 110 

Records (requisition, purpose, prepartion) AR 35-6700, 

345-10, 345-105 

Reports (requisition, purpose, preparation) AR 35-6700, 

345-10, 345-105, 140^5 

Reports of change AR 345-800, 345-5 

Reports of survey AR 20-35, 30-2145, 30-3000, 35-6640 

Rosters (including strength and ration returns) AR 345-900, 

345-25, 345-50 

Safeguarding militaiy information AR 380-5 

Secret and confidential communications AR 340-15, 380-5 

Service records AR 345-125, 

85-1400, 615-300, 615-5, 150-5, 615-275, 35-2560, 
40-210, 345-400, 345-475, 35-1500, 600-45, 600-68, 
600-550, 600-100, 35-5520, 35-1440, 35-2360, 615- 
360, 345-155, 35-6640, 345-470, AW 107. 

Sick report AR 345-415 

Statement of charges AR 345-300, 345-125, 35-6620, 35-6640 

Suspense file WD Correspondence File 

Transfers WD Circulars 308, 

339, 347, 363, 372, 1942 ; AR 605-145, 35-2560 

Travel pay (EM) AR 35-2560 

Travel (dependents) AR 35-4850, 

35-4890, 35-5020, 35-5320, 55-125 

Venereal disease AR 40-210, 35-1440 

Vouchers (mileage) AR 30-2215, 

35-2560, 35-4540, 35-4820, 35-4830, 35-4850, 35- 

4890, 35^5020, 55-110. 

Vouchers (pay of officers and warrant officers) AR 35-1340, 

35-1360, 35-1440, 35-3420, 35-4220, 35-5020, 210-10 
Vouchers (per diem) AR 35-4820, 35-4830, 35-4540 
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Chapter 5 

CORRESPONDENCE 
B>eference: AR 340-15 



Paragraphs 
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V. Arrangement of parts of communication 220-232 

VI. Messageform communications 233-237 

VII. Nonmilitary correspondence 238 

VIII. Telegrams, cablegrams, radiograms : 239-243 

IX. Certificates, affidavits, and true copies 244r-249 



Section I 

GENERAL COMMENTS 



180. Letters from your headquarters, like those from any business 
office, make an indelible impression of the efficiency of your office on 
both military persons and civilians. Unless all communications are 
prepared accurately, neatly, and in accordance with Army custom, 
outsiders may conclude that the adjutant does not know his business. 

181. Sometimes you will be asked merely ter copy on the type- 
writer a draft of a letter or indorsement prepared by someone else. 
At other times you will prepare your own draft. It is your job, there- 
fore, to learn the forms of Army correspondence thoroughly and to 
develop a clear and acceptable style of writing. You should prepare 
all correspondence so meticulously that you are proud to present it to 
the officer who is to sign it. In preparing official correspondence : 

Be neat 
Be concise 
Be prompt 
Be accurate 

182. Communication defined. — In military phraseology the 
word “communication” refers to all official writings, particularly 
official letters, memoranda, reports, indorsements, telegrams, cable- 
grams, and radiograms. 

183. Courtesy. — ^Always phrase letters courteously. Never, under 
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any circomstances, resort to sarcasm. If you want your confespond- 
ent to correct an error, put yourself in his place. In wording your 
letter, be considerate of his feelings. 

184. Promptness. — Being prompt is part of courteous behavior. 
You should answer all communications within 24 hours. When it is 
not possible to make a full and prompt reply, acknowledge the receipt 
of the communication at once, giving the cause of the anticipated delay 
and the date on which the reply will be forwarded. Be atwa to reply 
on or before the promieed date. 

185. One subject in one letter. — Each military letter should 
refer only to one subject. When you must write on two or more sub- 
jects to one headquarters or to one individual, compose two or more 
letters. 

186. Limit your correspondence. — ^Remember that you should 
resort to written correspondence only when it is necessary because 
considerable distance separates you from your corr^pondent or because 
the nature of your business requires a written record. This rule will 
reduce “red tape.” When you deal with local individuals, you should 
use personal conferences or the telephone instead of letters. If neces- 
sary, make informal memoranda of such conversations for filing. In 
all military correspondence, be as brief as is consistent with clarity. 
Use authorized abbreviations (AR 850-160 and FM 21-30). 

187. Channels of comm\mication. — ^Unimportant and trivial 
communications need not be forwarded. It is the responsibility of 
regimental and higher commanders to decide whether a communica- 
tion is of sufficient importance to be forwarded. If you should send 
a letter to higher authority through other than prescribed channels 
after it has been returned to you as unimportant, the officer who 
receives it may take disciplinary action. 

188; Confidential nature of correspondence.— You should 
never reveal the contents of official communications except to those 
entitled to know them. It is the duty of each clerk working in a 
headquarters strictly to observe this rule. 

189. Clear, concise, correct English. — Correctness of form, 
spacing, margins, and neatness in typing are all important. But the 
body of your letter must clearly express your meaning. You should 
have a knowledge of good English usage together with a clear un- 
derstanding of the message to be conveyed. Use clear, concise, cor- 
rect English. Avoid stilted, ponderous, and unusual words and 
phrases. Make your sentences short and complete. Be sure that 
your sentences and paragraphs are arranged in logical sequence. Do 
not use the first personal pronoun except in an official letter concern- 
ing yourself ; in that case never refer to yourself in the third person. 
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190. References.— When, in order to clarify or support state- 
ments in your letter, you must refer to printed authorities, you 
should make the references in the following order: 

(1) Army Regulations. 

(2) General orders. 

(3) Special orders. 

(4) Bulletins. 

(5) Circulars. 

(6) Related letters or indorsements. 

(7) Telegrams, cablegrams, radiograms. 

h. Your reference to Army Regulations, orders, bulletins, and 
circulars should include the paragraph number, section number, title 
and number, and date. A reference to a letter, indorsement, tele- 
gram, and so forth may include as much of the following as is neces- 
sary to insure easy identification: symbol, file numb^, subject, and 
date of the communication. Normally you should include these 
references in your first paragraph where you explain the purpose of 
your letter. 

191. Name of soldier first mentioned. — ^When the name of an 
officer. Army nurse, warrant officer, or enlisted man is first men- 
tioned in a communication, it is good practice to write his Army 
serial number immediately after it. 

Section II 

MILITARY LETTERS; MECHANICS OF ARRANGEMENT 

Reference: AR 340-15 

192. Paper. — ^You should use only standard letter-size paper (8 by 
10^ inches). Type the original sheets on bond paper, using onion 
skin or tissue paper for carbon copies. 

193. One side of sheet. — ^Use only one side of the paper in all 
communications except for prescribed forms and mimeographed or 
other reproduced matter. 

194. Copies. — Unless you are instructed otherwise, make two car- 
bon copies of both letters and indorsements. Under special condi- 
tions you may be required to prepare more copies. 

195. Margins. — You should always leave margins as follows: 

First page Second and succeeding pages 

Top: 1 inch l^inches. 

Left : 1% inches Same as first page. 

Right: % inch Do. 

Bottom: 1 inch excluding page number which Do. 
will be ^ inch from bottom. 
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196. Heading. — lO. Name of headquarters: Normally your letter- 
head will be printed wifli tlie headquarters name centered on the page 
1 inch from the top edge. If you must type your letterhead, put the 
headquarters name in the same position. 

h. Address of headquarters: The post office address should appear 
two spaces below the lower line of the headquarters designation and 
at the right side of the sheet so that it ends about % inch from the 
right edge of the sheet. If the address forms part of the printed 
letterhead, this instruction need not be followed. 

c. Date. — (1) Type the date on the next line below an address 
which is typed at the right of the sheet. 

(2) When the address is printed as part of the letterhead, type 
the date two spaces below the lowest line of the printed heading and 
at the right side of the sheet so that it ends at the margin. 

197. File number. — ^Determine the proper file number for the let- 
ter (see ch. 6) or secure it from the file clerk. Type this number 
beginning at the left margin (1^ inches from the edge of the sheet) 
and on the same line as the date. The words, “In reply refer to,” 
usually appear on printed letterheads and may be placed on the line 
above the file number on a typed letterhead if the file number and 
other designation is long. (See ch. 6 on filing.) 

198. Identifying initials. — If you use identifying initials, you 
should type them in the upper right-hand comer and so space them 
that they will end at the right margin. You should type the initials 
of the person for whom the letter is being prepared in capital letters 
followed by yours in either small or capital letters, thus: IMS/jes 
or IMS-^ES. 

199. Subject. — ^Type the word “Subject,” followed by a colon, 
three spaces below the file number and at the edge of the margin. 
The subject of the letter, very briefly stated, should follow on the 
game line. If there are several letters on tji© same general subject, 
the same phrasing of the subject should be used on all for convenience 
in filing. 

200. Ho salutation. — ^The salutation, used in civilian correspond- 
ence, is omitted from military letters. Instead you should type, three 
spaces below the word “Subject,” the word “To” followed by a colon. 
(You should place the T of “To” directly under the S of “Subject.”) 
On the same line and directly under the phrase which describes the 
subject of the letter, type the name and official designation of the 
addressee or grade, name, organization or arm or service of the 
person addressed. On the next line, type the post office address of 
the addressee. The first word of the address should be written 
directly under the first word of the subject, thus : 
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Subject : Bequest for leave. 

To: Commanding Officer, 100th Infantry 

Fort Washington, Md. 

201. Channels {Refer to ch. i, sec, IV ; and to sec. //, AB 31fi— 
15) . — Ordinarily correspondence is addressed to the next higher 
conunander. On some subjects, however, commanders who are still 
higher in the chain of ccanmand reserve to themselves the right to 
make decisions. In such cases correspondence must be addressed to 
them, but it will be submitted through intermediate commanders who 
should have knowledge of the subject matter. This procedure is 
called sending correspondence through channels. Since the procedure 
is normal, there is no need to put the words “through channels” on the 
letter. At other times and on other subjects correspondence may be 
addressed through a commander outside of the normal channel be- 
cause he should have knowledge of the subject. Then you may use 
this special form : 

Subject : Orders. 

Through : The Commanding General, 100th Infantry Division, 

Fort Bragg, N. C. 

To : The Commanding General,. XI Cwps, 

Fort Benning, Ga. 

202. Body of letter. — Begin the first paragraph below the upper 
one-third of the sheet. This instruction is necessary so that the body 
will begin just below the first crease when the letter is folded for 
mailing. See paragraph 213. 

203. Numbering paragraphs. — a. When a letter contains more 
than one paragraph, number each paragraph in a single series begin- 
ning with 1. You should indent these numbers five spaces from the 
left margin: 

ft. You should letter subparagraphs (primary divisions of a para- 
graph) with lower case letters beginning with a. The letter desig- 
nating the subparagraph is to be indented from the left margin so 
that it will fall directly under the first letter of the first word in the 
paragraph above. . See paragraph 296, AR 340-16, 

c. If you must subdivide a paragraph still further, indicate the 
subdivisions with arabic figures in parentheses beginning with (1). 
Indent such subdivisions so that the identifying number will be 
directly under the first letter of the first word of the subparagraph 
above. Excessive subdivision of paragraphs is imdesirable and 
should be avoided when possible. 
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Illuatration of how to Tmmher and space paragraphs: 
(Spacing indicated thus: <-5->) 

4. Care in the following things will aid you in turning out good 
military letters : 

a. Correct spelling. 

b. Proper punctuation. 

c. Proper spacing. 

Neatness. Special care should be devoted to the following 
points : 

(1) Keep your type clean. Satisfactory work cannot be done 

if letters are clogged with lint and dirt. 

(2) Erasures must be made carefully. 

5. Paragraph 4 has shown you how the subparagraphs are spaced 
and indented. 

204. Spacing. — ^In military letters and indorsements you should 
single space within each paragraph and within its subdivisions. 
Double space between paragraphs, subparagraphs, or subdivisions, of 
primary divisions or any further subdivisions. A letter of less than 
eight lines may be double spaced. 

205. No complimentary close. — ^The usual complimentary close 
of civilian correspondence is omitted from military letters. Instead, 
the signature of the writer in proper form, either preceded by the 
“order line” or not, is placed below the last paragraph of the letter. 
(See “order line” and “signature” below.) 

206. Order line. — As a general rule, communications leaving a 
headquarters will be signed for the commanding officer by his adjutant, 
his adjutant general, or their assistants. On such occasions, between 
the body and the signature of the letter the authority under which 
the letter has been prepared will be indicated by an order or command 
line. The first letter of this line should be indented so as to place it 
directly under the first letters of the subject and the address. 

a. If the cormrumder is a general officer. — (1) Use the phrase “By 
command of Major General BLANK” when writing to a subordinate 
unit or individual under his direct command. 

(2) Use the phrase “For the Commanding General” in all other 
cases. 

h. If the commander is a colonel or other officer "below general 
rank. — (1) Use the phrase “By order of Colonel BLANK” when 
writing to a subordinate unit or individual under his direct command. 

(2) Use the phrase “For the Commanding Officer” in all other cases. 

(3) NOTE that the name of the commander is typed in capital let- 
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ters. Naturally if the commander signs the letter personally, the 
“order line” will be omitted. 

207. Tsrpewritten signature. — Type in capital letters the name 
of the person who will sign the letter. The name should be placed 
to the right of the center of the page and five spaces below the last 
paragraph or the order line. 

a. If the sig'ner is cm officer. — (1) When he is commanding an 
organization, type his grade and orgomization below his name, fol- 
lowed by the word “Commanding” on the next line. 

BENJAMIN F. AMOS 
Colonel, 101st Inf 
Commanding 

(2) When he is a staff officer signing the correspondence of an office, 
type his grade and arm or service one line below his name, and the 
title of his office on the next line. 

HUGH G. DEAN 
Captain, AGD 
Adjutant 

(3) When he is writing as an individual, simply type his grade and 
arm or service on the line below his name. 

HUGH G. DEAN 
Captain, AGD 

h. If the signer is an enlisted man. — ^Type his first name, middle 
initial, last name, and Army serial number on one line; his grade, 
company, and unit on the line below. 

JOHN A. SMITH, 315682 
Sgt, Co A, 101st Inf 

208. Written sigpaatures. — When you sign a letter, write your 
signature above your typed name plainly and legibly with pen and 
hJ/ue-hlcuik ink. If necessary, you may use indelible pencil, but never 
use a facsimile (rubber stamp), except in printed, mimeographed, or 
reproduced matter such as bulletins or memoranda. Signatures should 
be plainly and legibly written. 

209. Noting inclosures. — ^List all inclosures on the face of the 
letter. Place your list below the body of the letter and at the left 
margin of the page. When you add or withdraw inclosures, make 
notation of this action in the same place. (Complete discussion of 
inclosures in section III of this chapter.) See also section V, AK 
340-15. 

210. Indorsements. — You should place the first written or 
stamped indorsement ^ inch (three spaces) below the lowest type- 
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written or stamped matter on the same page. This lowest element of 
the letter may be the signature or the list of inclosures. Each succeed- 
ing indorsement should be so placed that there is ^ inch (three 
spaces) between indorsements. See section IV of this chapter and to 
section IV, AR 340-15, for complete details of indorsements. 

21 1 . Numbering pages. — ^All pages of every communication must 
be numbered by the individual who writes the first matter on the page — 
even the page of a single-page letter. Number each page in the center 
Y 2 incli (three spaces) from the bottom, with a typed dash before and 
after the digit. 

212. Fastening pages together. — Use only paper clips in fas- 
tening the pages of a letter and inclosures securely together. If pins 
and staples are used, the communication wiU be mutilated when taken 
apart. 

213. Folding letters. — Fold a letter in three equal folds. The 



Diagram of Ptoper Method of Folding o Letter 




lower fold, creased at a point 3^ inches from the bottom of the page, 
should cover the body of the letter. The top fold must be made 31/2 
inches from the top edge and toward the hack of the letter. This 
method of folding permits only the heading and address on the letter 
to come in contact with the envelope. 

a. The bottom fold covers the whole typewritten body of the letter 
so that none of it can be read through a thin-paper envelope. 

h. The addressee’s name and address will show through a glassine 
window if a window envelope is used. 

214. Letters of two or more pages. — ^When you cannot complete 
a communication on the first page, take care to divide the body so that 
at least a portion of the last paragraph will appear on the final page. 
Place the file designation (minus any cross-references which may have 
been made), the date, and the word “continued” at the top left side 
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of each page after the first. In the case of indorsements, put the num- 
ber of the indors^ent between the file designation and the date. This 
complete reference heading should not extend beyond the middle of 
the page. If it is too long, write it on two or more lines. 
lUmtration: 

(top of sheet) 



201-John A. Doe, 1st Ind. 

Aug. 5, ld42 continued 

215. Economy. — You should use stationery and carbon paper as 
economically as possible. Prepare only such copies as are essential. 
Work carefully so that you will waste neither supplies nor time in 
typing letters over. Make good use of each sheet of carbon paper, 
but do not use one sheet so long that the copies become faint and 
hard to read. 

216. Erasures. — Keep erasures to a minimum. When you must 
erase, do so neatly, so that the erasure is not apparent. Make the 
erasure on each carbon copy just as carefully as on the original. 

Specimen Military Letters 

а. Specimen No. 1. 

Camp Hitchcock, Tex. 
November 10, 1942 

Subject: Leave of Absence. 

To : Commanding Officer, 98th Coast Artillery Training Battal- 

ion, Camp Hitchcock, Tex. 

1. I request that I be panted ten (10) days ordinary leave of 
absence effective on or about November 15, 1942, for the purpose of 
attending to urgent personal business. 

2. If leave is granted, my address while on leave will be: 

901 N. College Place, 

Newark, N. J. 

3. The following information is submitted: 

* a. I have twenty-eight (28) days accrued leave. 

б. I am not a member of a general or special court martial, or of 
a board of (ffiicers. 

0 . Present duty : Battery Executive, Battery B, 98th CATB. 
d. I am not under orders for change of station or assignment. 

/s/ Howard T. Jones 
A/ HOWARD T. JONES 
1st Lt, CAC 
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201 Jones, Howard T. (Off) 1st Ind, RRB/gon 

Hq. Btry B, 98th CATB, Camp Hitchcock, Tex., Nov. 15, 1942. 

To : CO, 98th CATB, Camp Hitchcock, Tex. 



1. Approved. 

2. Authorized officer strength: four. Present for duty: four. 

3. There will be no other officer on leave from this battery during 
the period for which this leave is requested. 

/s/ Robert R. Barlow 
A/ ROBERT R. BARLOW 
Captain, CAC 
Commanding 

201 Jones, Howard T. (Off) 2d Ind.. AAP/lpo 

Hq. 98th CATB, Camp Hitchcock, Tex., Nov. 15, 1942. 

To: Commanding General, I7th Coast Artillery Training Group, 

Camp Hitchcock, Tex. 

Approved. 

For the Commanding Officer : 

/s/ Arnold A. Peters 
A/ ARNOLD A. PETERS 
Captain, Inf. 

Adjutant 

201 Jones, Howard T. (Off) 3d Ind. JBW/lmd 

Hq. 17th Coast Artillery Training Group, Camp Hitchcock, Tex., 
Nov. 15, 1942. 

To: Commanding Officer, 98th CATB, Camp Hitchcock, Tex. 

1. Approved. 

2. Orders will be issued. 

By command of Brigadier General CUSTER: 

/s/ James B. White 
A/ JAMES B. WHITE 
Major, AGD 
Adjutant 

h. Specimen No. 

WAR DEPARTMENT 
THE ADJUTANT GENERAL’S OFFICE 
WASHINGTON 

In reply 
refer to : 

AG 201 Arnold, Wilbur E. (Enl) Dec. 15, 1942 

Subject: Identification of enlisted man. 

To: Commanding General, 50th Infantry Division, Fort Wash- 

ington, Md. 
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1. Personal identification records on file in this office indicate that 

Salvatore Coco, 33043654, Company C, 99th Infantry, who was in- 
ducted October 17, 1942, at Fort George G. Meade, Md., is identical 
with Wilbur E. Arnold, 694046, who enlisted December 10, 1938, at 
Fort Jackson, S. C., and deserted March 2, 1941, at Fort Bragg, N. C., 
while serving as a private. Headquarters and Military Police Com- 
pany, 98th Infantry Division. Service record and allied papers are 
inclosed. j 

2. The correct Army serial number for Salvatore Coco is 6946046, 
and records on file in this office have been amended accordingly. Re- 
tained records should be amended accordingly but Army serial num- i 
ber 33043654 should not be held available for reassignment. 

3. W. D., A. G. O. Form No. 46 showing the return to militaiy con- 
trol of Wilbur E. Arnold, 6946046, Headquarters and Military Police 
Company, 98th Division, should be prepared in triplicate, the original 
pasted in the service record and the copies forwarded to this office. 

4. This man will be dropped from all records showing him to have 
been inducted under the Selective Service and Training Act of 1940 
(par. 35, AR 345-125). Action under the provisions of paragraph 
22, AR 615-300, will be taken to dispose of the enlistment from which : 
he is a deserter. 

5. If photostatic copies of records are desired, request for them 
should be made by radio. 

6. Report of action will be made by indorsement hereon. 

By order of the Secretary of War : 

/s/ John R. Smith 
Adjutant General 

5 Incls: 

Incl 1. Service Record (W. D., A. G. O. Form No. 24). 

Incl 2. Individual Clothing and Equipment Record (W. D., 

A. G. O. Form No. 32). 

Incl 3. Report of Desertion (W. D., A. G. O. Form No. 44). 

Incl 4. List of clothing abandoned. 

Incl 5. Report of probable cause of desertion. 

{These incls assfwmed) 



201 Arnold, Wilbur E. (Enl) 1st Ind. BL/hhs 

Hq. 50th Inf Div, Ft Washington, Md., Dec. 18, 1942. 

To ; CO, 99th Inf, Ft. Washington, Md. 
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For compliance and return to this headquarters on or before Decem- 
ber 21, 1942. 

By command of Major General O’KEEFE : 

/s/ B. Lobovsky 
/t/ B. LOBOVSKY 
Captain, AGD 
Asst Ad j Gen 

5 Incls. 
n/c 



201 Arnold, Wilbur E. (Enl) 2d Ind. AWT/gk 

Hq 99th Inf, Ft Washington, Md., Dec. 19, 1942. 

To: Commanding General, 60th Inf Div, Ft Washington, Md. 

1. Complied with. 

2. Charges will be preferred under the 58th article of war. 

For the Commanding Officer ; 

/s/ A. W. Tolen 
/t/ A. W. TOLEN 
Capt, 99th Inf 
Adj 

1 Incl — Incl 6 (dup and trip copies). 

Withdrawn 5 incls — Incl 1 to 5. 

Added 1 incl — Report of Apprehension or Surrender of a Deserter, 
or Escaped Military Prisoner (W. D., A. G. O. Form No. 46). 



201 Arnold, Wilbur E. (Enl) 3d Ind. BL/hhs 

Hq 60th Inf Div, Ft Washington, Md., Dec. 20, 1942. 

To : The Adjutant General, Washington, D. C. 

/s/ B. L. 

/t/ B. L. 

1 Incl. 
n/c 

Section III 
INCLOSURES 

217. Definitions. — ^An inclosure is a separate piece of correspond- 
ence or other matter (photograph, map, form, letter, etc.) that 
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accompanies a communication and that is referred to in the body of 
the communication or its indorsements. A carbon or other copy 
of a communication which accompanies the original is NOT an 
inclosure. 

218. Proper spelling and abbreviation. — ^Army usage requires 
the spelling “/nclosure” to be used. The abbreviation is “incl” or 
(plural) “incls.” 

219. Noting inclosures. — a. When you send inclosures with a 
letter, you should note them below the body of the letter or below 
the indorsement to which they pertain. Your notation should show 
the total number of the inclosures followed by a detailed list of each 
one. For each inclosure you should give the following information 
in the list : 

(1) Its number (Incl 1). 

(2) Its title, or brief description of it, or both (service record). 

(3) If it is in duplicate, triplicate, etc., note that fact (in dup). 

(4) Number of indorsements, if any (with 3 inds). 

(6) If it has inclosures of its own, note that fact with the total 
number of such inclosures ( witii 4 incls) . 

(6) Any other information necessary for proper identification. 

&. The notation of inclosures should be placed on the face of a 
communication at the left margin and below the body. Number 
the inclosures in the sequence in which they are mentioned in the 
body of the letter or indorsement. An inclosure in duplicate, etc., is 
to be treated as one inclosure in duplicate. If a communication 
with all its inclosures is inclosed with another communication, it is 
to be treated as one inclosure. Here is an example of a list of inclo- 
sures that might appear at the bottom of a letter transmitting the 
records of an enlisted man to another organization : 

5 Incls : 
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Incl 1. Service Kecord ( W. D., A. G. O. Form No. 24) . 

Incl 2. Individual Clothing and Equipment Record (W. D., 
A. G. O. Form No. 32). 

Incl 3. Soldier’s Qualification Card (W. D., A. G. O. Form 
No. 20). 

Incl 4. Special Order No. 254, par 2 (3 cop). 

Incl 6. Statement of Charges (W. D., A. G. O. Form No. 36) (i5x 
dup). 



220. Inclosures added or withdrawn. — a. As a communication 
passes through your headquarters, it may be necessary for you to add. 
or withdraw certain inclosures. When this occurs, show below your 
indorsement (or letter)— ^ 
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(1) The total number of inclosures forwarded. (If necessary, in- 
dicate those in duplicate, etc., and with inclosures of their own.) 

(2) The additions, including the total number added, listed as pre- 
scribed in paragraph 219. 

(3) The withdrawals, including the total number withdrawn and 
their numbers. 

6 Incls: 

Withdrawn 2 incls — ^Incls 3 and 4. 

Added 3 incls : 

Incl 6. Copy 6th Ind for CO 17th Inf Jan 3/42. 

Incl 6. Requisition. 

Incl 7. Estimate of supplies. 

h. When inclosures are neither added nor withdrawn, show the 
total number accompanying the communication and note “No change” 
or “n/c,” as 

7 Incls. or 7 Incls. 

No change n/c 

221. IMEarking inclosures. — You should mark in numerical order 
all inclosures attached to a communication. This is ordinarly done’ 
in pencil though ink may be used. The inclosure number is ordinar- 
ily placed in the lower left comer. If an inclosure is in duplicate, 
triplicate, etc., mark the original “Incl 1^,” the duplicate “Incl 1*,” 
and so on. 

222. Transmitting inclosures under separate cover. — ^When 
you must send inclosures in a container separate from the envelope 
of the communication to which they belong, do this : Mark each in- 
closure properly as described in paragraph 221. Note each on the 
communication as explained in paragraphs 219 and 220. Then place 
the inclosures in a separate container, which is so marked as to in- 
sure prompt identification with the communication to which they 
pertain;. for example, “Inclosures to AG 210.2 (2-1-23).” You will 
do well to include also in the separate cover a copy of the basic com- 
munication, with a note of explanation. Inclosures transmitted 
under separate cover will continue to be considered as “inclosures.” 
They will not be considered, noted, or otherwise treated as “with- 
drawn” or in any way permanently separated from the communica- 
tion to which they pertain. 



Section- IV 
INDORSEMENTS 

223. Definition. — ^An indorsement is a device, prescribed by Army 
Regulations, to enable officers (1) to express their approval or dis- 
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approval of the action requested in a communication or (2) to make 
any pertinent remarks on its subject. The indorsement is placed on 
the communication itself before the oflficer forwards it through chan- 
nels to a higher or lower commander. 

224. Phrasing. — Approval or disapproval is usually expressed by 
the words “Approved” or “Disapproved.” But, if the indorsement 
is addressed to a general officer, you should use “Not favorably con- 
sidered” rather than “Disapproved.” 

225. Written indorsements. — Indorsements may be either writ- 
ten or stamped. Written indorsements should be used whenever it 
is required or desirable to keep a record. The writing width of a 
written indorsement should be the same as that of the letter. Begin 
the first indorsement about y< 2 . inch (three spaces) below the low- 
est element of the letter and on the same page, if possible. Suc- 
ceeding written indorsements follow one another and are numbered 
serially. A space of about inch should be left between indorsements. 
Indorsements on second and succeeding pages should follow the same 
rules as apply to extra pages of letters (par. 214). Write the parts 
of an indorsement in the following sequence : 

a. File number and identifying matter at left margin of first line. 

h. Number of indorsement, centered on same line. 

c. At right margin of same line, the identifying initials of writer 
and typist. 

d. Oil next line, and at left margin, write the name and station of 
the headquarters by which the indorsement is being sent. 

e. Same line : date of indorsement. 

/. Two spaces below: “To” followed by the headquarters or indi- 
vidual (grade, name, and organization or branch) . 

g. Two spaces below the station of the addressee : the body, written 
according to regular letter rules as to paragraphing and spacing. 

226. Check or initial indorsements. — A check or initial indorse- 
ment is used when a communication passes through a headquarters 
but requires no comments. A check or initial indorsement is written 
exactly as above, but the body is omitted. Only the INITIALS of 
the adjutant or assistant adjutant appear. 

AG 201 Wood, Paul V. (Enl) 1st Ind. WLB/et 

Hq 50th Infantry Division, Fort Washington, Md., July 23, 1942. 
To: Commanding Officer, 99th Infantry, Fort Washington, Md. 

W. L. B. 



227. Stamped indorsements. — Stamped indorsements are placed 
on correspondence in routine cases by means of rubber stamps. They 
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are used in cases, relating solely to individuals, that are not discipli- 
nary in character, and in other cases in which their use is practical. 
Stamped indorsements are placed about % inch below the lowest, pre- 
ceding matter and in order of sequence with two in a line. They should 
be stamped parallel to the bottom of the page with the left edge of 
the first one not more than ^ inch from the left edge of the paper. 
Such indorsements must be rectangular and must not exceed 3% by 
1^ inches in size. 



4th Ind. 

Hq 15th FA, Gamp Travis, Tex. 

Mar 1/41 
To : CG, 2d Div 
Approved 

John Doe, 

Col, 19th PA, 

Commanding. 

228. Wrapper indorsements {AR 3^0-16^ August 21, 191^2, elimi- 
nates wrapper indorsemerds in favor of letters of transmittal). — A. 
wrapper indorsement is another form of indorsement in use through- 
out the Army. It is a piece of informal correspondence referring to 
the communication it accompanies. It is not a part of such a letter. 
When its purpose has been fulfilled, it is removed from the communi- 
cation and the latter continues on its way by regular indorsement. 
A wrapper indorsement is usually an informal request for informa- 
tion that is needed for a regular indorsement. It may contain a 
request for the correction of an error in the accompanying corre- 
spondence. It may be used as a letter of transmittal if no record is 
needed of the transaction. The first wrapper indorsement should 
always be written on a new sheet of paper — never on the original 
communication. Succeeding wrapper indorsements may follow on the 
same sheet as the first wrapper indorsement. 

Section V 

ARKANGEMENT OF PARTS OF COMMUNICATION 

229. For mailing arrange the parts of a piece of correspondence 
in this order : 

a. Original with pages in numerical sequence, followed by original 
indorsements in numerical sequence, except that the last indorsement 
with its carbon copies should be on top. 

b. Carbon copy or copies, if any, of the basic communication 
followed by a copy or copies, if any, of all but the last indorsement 
in numerical sequence. 
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c. Inclosures, if any, in numerical sequence. See figure. 

230. For fling arrange the parts similarly except that the last 
indorsement should follow the other indorsements. See figure. 

231. Fastening. — Fasten parts together securely, but use only 
paper clips. Do not use pins or staples. 

232. Folding. — See paragraph 213. 

Section VI 

MESSAGEFORM COMMUNICATIONS 

233. Definition.— “MESSAGEFORM COMMUNICATION is 
the term applied to a message that requires prompt action upon 
its receipt but in which the time element either of transmission or of 
action required does not justify the use of electrical means. 
MESSAGEFORM communications will be prepared upon special 
stationery (MESSAGEFORM paper) and must be dispatched in 
MESSAGEFORM envelopes. 

234. MESSAGEFORM paper is letter paper of regular 8- by 
10^ -inch size, printed in red, and bears a %6 -inch red border across 
the bottom and around the upper third. MESSAGEFORM enve- 
lopes are similarly printed in red with a -inch border around the 
envelope and the words “ESSENTIAL MILITARY MAIL” in the 
top center portion of the envelope surrounded by a red border %e-inch 
in width, so arranged that no portion of the border surrounding 
these words is closer than 3^ inches from the right edge of the 
envelope. Preparation of messages on MESSAGEFORMS will be 
the same as prescribed for telegrams, radiograms, and cablegrams. 
See section VII, AR 340-15. 

235. Use of MESSAGEFORMS: Use these forms for — 

a. All communications that should have immediate attention upon 
receipt rather than routine handling within the usual 24 hours. 

h. All urgent communications which might possibly be sent by 
telegraph, but which may be expected to reach the addressee by mail 
in time for appropriate attention. 

236. Avoid using MESSAGEFORMS for communications which 
do not actually require especially prompt action upon receipt. Other- 
wise, you will find your really urgent letters receiving routine handling 
by your correspondents. 

237. Receipt of MESSAGEFORMS . — ^When the mail clerk re- 
ceives a MESSAGEFORM communication in the headquarters mail, 
he should bring it at once to the attention of the proper officer. All 
action necessary for its reply should be initiated and completed as 
rapidly as possible. 
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SlBCTnOK VII 

NONMILITARY CORRESPONDENCE 

238. a . — ^Nonmilitary correspond«nce includes official correspond- 
ence with offices or individuals not in the War and Navy Departments, 
The forms used in this correspondence are similar to those of good 
civilian practice. Note for example — 

(1) Headmg should contain headquarters, address, and date. It 
may contain “In reply please address.” 

(2) Salutation: 

Honorable William Linton Smith, 

United States Senator, 

New City, Ariz. 

My Dear Senator Smith: 

The salutation phrase may be “Sir,” “My dear Sir,” “Dear Madam,” 
or “Dear Mr. Smith,” as the writer prefers. 

(3) No paragraph numbers. 

(4) Use natural English in logical sentences, 

(5) Double-space. — You should ordinarily double-space nonmili- 
tary letters unless, by being so spaced, a letter would cover more than 
one page. In this case single-space it. 

(6) Complimentary close. — Use “Very truly yours,” “Yours truly,” 
“Very sincerely,” “Yours very sincerely,” etc. This closing phrase 
should be followed by the signature and typed name of the signer, 
with grade and official title. 

(7) Carhon copies. — Ordinarily only one carbon copy should be 
made for an office record. Additional copies may be made for special 
purposes. The one exception to this rule is that all letters addressed, 
to Senators.^ Congressmen., and Governors of States are to he trcms- 
mitted in duplicate, 

h. Sample nonmilitary letters. 

(1) Letter to Member of Congress, 



ALE/bf 

HEADQUARTERS 200th ARMORED DIVISION 

Fort Bixby, Ariz., 
November 22, 1942. 

Honorable William Linton Smith, 

United States Senator, 

New City, Ariz. 
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My Dear Senator Smith : 

I wish to take this opportunity to thank you for the courtesy of the 
informal visit which you made yesterday to this division. Your many 
interesting questions showed that you are sincerely interested in the 
development of the Armored Force. 

At this time the data on cost of construction of this post are very 
incomplete. As for the cost of operating and maintaining the ve- 
hicles of an armored division, this information will not be available 
until complete equipment has been received and is in use for at least 
a month. I am writing today, however, to the Nth Armored Di- 
vision, and I shall send their operation and maintenance cost data 
to you within the next ten days. 

Since you are so genuinely interested in the development of the 
Armored Force and since this is the only armored division in the 
State of Arizona, the officers and men of this command would like 
to have you as a frequent visitor. On Saturday, December 6, at 
nine o’clock, the division will have its first formal review. It would 
be a distinct privilege to hold this review in your honor. 

Very truly yours, 

/s/ A. L. Enhold 
A/ A. L. ENHOLD 

Major General, U. S. Army 
Commanding 

[Note. — ^Letters to members of Congress will be sent in duplicate] 

(2) Letter of condolence. 

COMPANY K, 100th INFANTRY 

Fort Dix, N. J. 

April 30, 1942. 

Mrs. John Doe, 

144 College Avenue, 

Paris, 111. 

Dear Mrs. Doe: 

Your son, William, who had been confined in the station hospital. 
Fort Dix, N. J., for the past few days with lobar pneumonia, died 
this morning. 

You have the deepest sympathy of the officers and men of this 
organization in your bereavement. William was held in high regard 
by all members of the command. He was a splendid soldier and an 
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outstanding character. His loss will be deeply felt by his many 
friends. You may rest assured that everything jwssible was done 
for his recovery. 

May I express my own personal sympathy in your loss. Please 
feel free to call upon me for any additional information you may 
desire. I shall write you as soon as possible about certain necessary 
arrangements. 

Yours most sincerely, 

/s/ Martin C. Woodring 
/t/ MAKTIN C. WOODEING 
Captain, 100th Infantry 
Commanding 

SEcmoN VIII 

TELEGRAMS, CABLEGRAMS, RADIOGRAMS 
Reference: section VII, AR 340-15 

239. These messages should be typed (or printed) in capitals and 
double-spaced. Compound words counted as two words should be 
written separately (“twenty first”). Those counted as single words 
should be written solid (“FtOrd” “New York”). Messages in the clear 
should open with symbol of addressee, and close with symbol of the 
sender. 

240. Use telegraphic English and authorized abbreviations (AR 
850-150). Eliminate all words and punctuation not absolutely essen- 
tial. This applies especially to file references to correspondence. 
Avoid using “In reply cite.” If you want a reply, say “reply requested.” 

241. The name of the commanding officer from whose office the 
message emanates should be signed to telegrams, cablegrams, and radio- 
grams, but only his last named is used, together with appropriate 
designation of the organization from which it emanates. 

242. Use MESSAGEFORMS, In the lower left of the form the 
adjutant or adjutant general must authorize the sending of the mes- 
sage by his signature. Place at the bottom of the page the word 
“OFFICIAL,” which certifies that the message is official business and 
necessary in the military service, and have the adjutant or adjutant 
general sign beneath it. Don’t let a message get out without signature. 

243. Make at least four copies of these messages, two for signal 
office, one for confirmation by mail, and one for the file of outgoing 
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telegrams. If it is the policy to keep a record of the subject matter in 
the 201 file, make a fifth copy for this purpose. 

COMMANDING GENERAL JULY 23, 1942 

SECOND SERVICE COMMAND 
EFFECTIVE DATE OF SECTION ONE WD CIR SIXTY FOUR 
CS IS AMENDED BY SUBSTITUTING EFFECTIVE DATE 
APRIL ONE NINETEEN FORTY TWO PERIOD AMENDMENT 
IN PROCESS OF BEING PUBLISHED END SPPDD 

ULIO 
Section IX 

CERTIFICATES, AFFIDAVITS, AND TRUE COPIES 

244. Certificate . — A certificate is a written statement, made by one 
or more individuals and testifying to the occurrence of an event or to 
the truth of a fact. 

245. Afiddavit. — ^An affidavit is a written statement which is simi- 
lar in purpose to a certificate, but which is sworn to or affirmed before 
an authenticating officer or notary. 

246. Both are used to verify information or to supply supporting 
evidence in courts martial or board proceedings. They may be in- 
closed in letters as information transmitted. As a rule, an officer 
makes a certificate, while an enlisted man is required to make an 
affidavit. There are, however, many exceptions to this statement. 

247. When you write certificates or affidavits for military use, 
you should number all paragraphs if the instrument contains more 
than one. 

248. Copies of certificates and affidavits are made exactly like the 
original except that they should be plainly marked “COPY” and 
except that the signatures should be typewritten thus : 

/s/ J. J. Jones 
/t/ J.J. JONES 

Note. — ^The /«/ Indicates that in the original this portion of the signature was 
written in pen and ink (signed). 

249. A true copy is an exact reproduction of an original letter, 
order, or other document except that the signature on the original is 
not written, but is typed as just above. The words “A TRUE COPY” 
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and the signature, name, and grade of the certifying officer are placed 
usually inch below the last material of the true copy ; 

A TKUE COPY 
/s/ L. B. Amos 
/t/ L. B.AMOS 
Capt, Inf 



a. Model certificate. 

CERTIFICATE 



Fort Washington, Md. 
August 5, 19^ 

I certi:^ that I am a roommate of 1st Lt William B. Jones, 0100167. 
I spoke with Lt Jones about 1800, June 30, 1942. He was resting on 
his bed, so that I am sure he was in Building No. 65 at that time. 

/s/ R. V. Roe 
/t/ R. V. ROE 
1st Lt, AGD 

h. Model affidavit. 

AFFIDAVIT 



State of Maryland 
County of Prince George’s 
Fort Washington 



}ss 



Personally appeared before me, the undersigned, authority for ad- 
ministering oams in cases of this character, one A. C. Cook, 0634221, 
Captain, AGD, who, having been read AW 24 and his rights there- 
under explained to him, and being duly sworn according to law, deposes 
and says: 

“On 30 December 1942 I saw 1st Lt James J. Jones, 0625675, person- 
ally directing a fatigue detail at Fort Washington, Md., at the time of 
his injury.” 

Further deponent sayeth not. 

/s/ A. C. Cook 
ft/ A. C. COOK 
Capt, AGD 

Sworn and subscribed to before me this 31st day of December 1942, 
at Fort Washington, Md. 

/s/ Edward O. Richards 
A/ EDWARD O. RICHARDS 
Major, AGD 
Adjutant 
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Chapter 6 
FILING 

Reference: War Department Correspondence Hle^ 1918 

edition 

Paragraphs 



Section I. General 250-253 

II. Correspondence file 254-256 

III. Decimal file 257-278 

IV. 201 file 279-280 

V. Precedent or policy file 281-283 

VI. Suspense file 284-292 

VII. Finding sheets 293 

VIII. Classified documents 294 

IX. Hints for file clerks 295-296 



Section I 
GENERAL 

250. The purpose of any system of filing is two-fold. First, cor- 
respondence and valuable documents must be preserved. Second, it 
must be possible for anyone to find any of these papers quickly. 

261. A file clerk is thus engaged upon an important project. In 
the Army he is collecting a library of information that may at some 
future date be essential to the welfare of individuals or of large mili- 
tary organizations. He should collect this information, therefore, in 
a systematic manner so that it may always be available for use. 
The War Department Correspondence File prescribes the system he 
should use. 

252. Within this system there are some variations, depending upon 
the size of the unit to which the files pertain and upon the kinds of 
papers to be filed. For example, companies, troops, and batteries 
require a “document file” system, while larger units will use the 
“decimal file” system. Furthermore, letters and other documents 
that change or establish policies are placed in a “precedent” or 
“policy” file. Files of some kind must be kept for every Army unit be- 
cause papers begin to accumulate upon its activation and continue to 
do so until its demobilization. 

253. Files, like other administrative devices, are the responsibility 
of the commanding officer. This responsibility, however, is always 
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delegated to the adjutant or adjutant general. The adjutant in his 
turn assigns the actual work of filing and, in most cases, the proper 
classification of papers to competent enlisted clerks. As one of these 
men you are responsible to the administrative officer. When you are 
in doubt about the classification of any paper, you should take your 
question to him for his advice or decision. 



Section II 

CORRESPONDENCE FILE 
Reference: AR 345-620, October 26, 1940 

254. A correspondence file is used by companies or similar organi- 
zations and detachments. It consists of ordinary 9^ by 12^-inch 
envelopes. In each envelope is placed the original copy or a sum- 
mary of each piece of correspondence received and sent for the period 
indicated on the envelope. The form to be used on the outside of each 
envelope in recording its contents is as follows: 



File Ho. Date Subject 
1 
2 

3 

4 

5 

6 

7 

8 
9 

10 

11 

12 

13 

14 

15 



FUe No. Date Subject 
16 

17 

18 

19 

20 
21 
22 

23 

24 

25 

26 

27 

28 

29 

30 



(Company, troop, battery, detachment) (Regiment) 

Envelope No. , 19 

From File No. , , 19 to File No. , 

, 19 



255. Each piece of correspondence should be numbered serially 
for each calendar year. This serial number (the file number) should 
be plainly marked on the upper right corner of the first page of each 
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separate communication. The correspondence should then be filed 
in numerical order and without folding. When each communication 
has been numbered and filed, the corresponding file number on the 
outside of the envelope should be underscored in ink or indelible pencil. 
Thus, the highest number underscored on the envelope should cor- 
respond with the highest numbered communication within. The 
date of the communication and the subject, briefly worded, should 
also be placed in the proper columns. As soon as one envelope is 
filled, another one should be started. Successive envelopes should be 
numbered serially for each calendar year in the space provided on the 
outside of the envelope. 

256. In order that every document may be readily found, an alpha- 
betical index should be improvised and maintained for reference. A 
separate index should be prepared for each calendar year and filed 
with the envelopes for that particular year. 

Section III 
DECIMAL FILE 

257. The Dewey Decimal System of Library Classification has 
been used as the basis of the Army decimal filing system. In setting 
up this system the originators divided all subjects of military com- 
munications into nine large classes and left a tenth class for special 
uses. 

a. Classes are mmibered and titled as follows: 

Class 000 — General 

Class 100 — ^Finance and accounting 

Class 200 — ^Personnel 

Class 300 — ^Administration 

Class 400 — Supplies and equipment 

Class 500 — ^Transportation 

Class 600 — Buildings and grounds 

Class 700 — Medicine, hygiene, and sanitation 

Class 800 — Kivers and harbors 

Class 900— 

5. Each of these classes is divided into ten subclasses. For example — 
000 General 

010 Laws and legal matters 

020 War Department (powers, functions, etc.) 

030 President and Congress of the United States 
040 Executive departments of the United States 

050 Statistics 
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060 Maps, charts, and tables 

070 Inventions 

080 Societies and associations 

090 Local affairs 

c. Each of the ten auhclasses is divided also into ten svhdivisions: 
as — 

020 War Department (powers, functions, jurisdiction, adminis- 

tration) 

021 Adjutant General’s Office 

022 Office Quartermaster General 

023 Office Chief of Ordnance 

024 Office Surgeon General 

026 Office Chief of Engineers 

026 Office Chief Signal Officer 

027 Office Inspector General 

028 Office Judge Advocate General 

029 Miscellaneous 



258. In a similar fashion, the detailed breakdown of subjects is 
carried on by placing a decimal point after any of the class numbers 
and by putting one, two, three, or four digits after it. These detailed 
breakdowns, however, are all prescribed in the War Department 
Correspondence FUe, No officer or clerk may improvise his own sys- 
tem of classification. It is essential, therefore, for you, who are re- 
sponsible for filing, to study the War Department publication and to 
use it in deciding upon the file number for every piece of correspond- 
ence. If you attempt to assign file numbers without careful reference 
to the book and full knowledge of it, your files will become so full of 
errors as to be of no use to anybody. 

259. Naming file numbers. — ^When you think or speak of all 
class numbers, avoid confusion by dividing them at the decimal point 
and naming the decimal point ; that is, read 470.4 as “four seventy point 
four.” If you omit “point,” your hearer may think you mean 474 
instead of 470.4. 

260. Numbers represent subjects. — ^Another important thing 
to remember is that the words set after the numbers in the War Depourt- 
ment Correspondence FUe represent subjects of the papers themselves. 
They do Twt represent the names of the papers. For example, 300.4 
is “orders,” but in this group not a single order is to be filed. Each 
order should be filed according to its subject. Orders for the change 
of station of the I7th Infantry from Madison Barracks, N. Y., to Fort 
McPherson, Ga., would be filed under I7th Infantry — -370.5. Only a 
document prescribing some change in the writing of orders or the use 
of orders could be filed under the subject “orders” and given tha 
number 300.4. 
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261. Here are two examples of how you can determine the proper 
file number of communications. Your headquarters receives a letter 
on the subject, “temporary appointment of a commissioned officer.” 
The subject, then, deals with the major classification. Personnel — 200. 
The fact that it concerns a commissioned officer places it in the subclass 
210. Since the letter is also about appointment, the next breakdown 
is 210.1; and, because the appointment discussed is temporary, you 
finally decide that the proper file number for the letter is 210.101 
(read “two ten f<nnt one hundred one”). 
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Punch 



Punch 



File under No. — 



INDEX SHEET 

[printed on yellow paper] 



SYNOPSIS 



Documents filed under No. — 



Instructions: Under “Synopsis” make a brief entry showing date of 
communication and from whom received, and synopsis sufficient 
to identify papers. When these index sheets become numerous 
.under a subject, they will be entered on the consolidated index sheet 
and then destroyed. 

W. D., Q. M. C. Form No. 351 
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Punch Punch 

Instructions: This form will be used to consolidate indexes that 
become numerous under any number. 



CONSOLIDATED INDEX SHEET 



File under No, 



Date 


1 

Synopsis 


Documents Filed Under 









W. D., Q. M. C. Form No. 352 
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262. Or your commander has written a letter, the subject of which 
is illiteracy in the Army. The carbon copy has come to you for file. 
By referring to the "War Department Correspondence File you dis- 
cover that the subject should be classified thus : 

300 Administration 

350 Education 

350.6 Illiteracy in the Army. 

The file number to be placed on the letter is 360.5 (read “three fifty 
point 

263. In determining the file numbers of letters of which you know 
the subject, you have the assistance of an alphabetical index in the back 
of the War Department Correspondence File. If on the other hand 
you wish to find the subject of a document when you know only its 
file number, you use the numerical index in the front part of the book. 

264. Letters with two or more subject classifications. — Some 
letters may be filed correctly under any of two or more subjects. 
Whenever you have such a letter, you should decide which of the 
subjects is most important, definite, and concrete. Then you should 
file the letter accordingly. Some other person, however, may think 
of the letter in connection with one of the other subjects. Conse- 
quently you should prepare index sheets describing the letter and file 
them under the file numbers of any such subjects (that is, the subjects 
in connection with which others may think of the letter). 

265. Indexes should be prepared on an Index Sheet ( W. D., Q. M. C. 
Form No. 351) . Upon this form at the suitable places you write the 
file number for tiie Index and a brief or synopsis of the communication 
(date, origin, and summary). You then file it. When you make a 
number of indexes of the same communication, you may use carbon 
copies except that you write the file numbers of each separately. 
When a file gets too bulky from accumulated indexes, you can make 
a consolidated index on W. D., Q. M. C. Form No. 352. The separate 
and original indexes may then be destroyed since all the information 
upon them has been transferred to the consolidated form. 

266. When you make indexes, you may find it desirable to indicate 
any index file numbers on the original correspondence. Place an X 
before such file numbers, listing each one on the original communica- 
tion under the regular file number thus : 

201 Jones, John, 1st Lt CAC (File number assigned to the com- 
munication) . 

X210.3 Ft. Screven, Ga. (File number of classification in which 

you have placed an index sheet for the 
communication) . 

267. Correcting filing errors. — ^Whenever papers are filed in- 
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correctly or whenever a number of papers on, the same tn3b]ect are filed 
imder different subjects, you should initiate an “Incorrect Classifica- 
tion Sheet” (W. D., Q. M. C. Form No. 357). Make an adequate 
description of the misfiled paper on this form, which is green and is 
printed in red. The description should furnish sufiicient information 
for the ready identification of the incorrectly classified paper. You 
should then file the original communication under the correct heading 
and place .an “Incorrect Classification Sheet” in the folder where the 
paper was misfiled. A new W. D., Q. M. C. Form No. 357, called Re- 
classification Sheet, is now also' in use for this same purpose. It is 
illustrated in the appendix. 

268. Removing papers from file. — Often you will need to remove 
papers from the files. Whenever you do this, use an “Out-Charge 
Sheet” (W. D., Q. M. C. Form No. 355). You should accomplish this 
form in duplicate. Place the original in the folder from which a 
paper has been withdrawn and put the duplicate in your suspense file. 
As soon as you are able to return the withdrawn paper to its proper 
place in the file, you should remove the two copies of the “Out-Charge 
Sheet” and destroy them. 
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INCORRECT CLASSIFICATION SHEET 

[Printed on light green pai»er in red ink] 
Papers originally misfiled under—^ 

Correct classification number 

From: Dated: 

To : Rec’d : 



SYNOPSIS: 



xaaHS NOixvoMissvTO xoaaROONi 

W. D., Q. M. C. Form No. 357. 

Note. — A- new W. D., Q. M. C. Form No. 357, called Reclassification Sheet, is 
now also In use. See appendix. 
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File No. 



OUT-CHARGE SHEET 



Date charged out 



Charged to 



Remarks : 



Instructions : If a document or record is taken from the files, charge 
it to the person to whom delivered. Make charge sheet in duplicate. 
Place one in record file and one in suspended file, used to follow up on. 
“out-charge sheet.” 

W. D., Q. M. C. Form No. 356. 
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269 . Sometimes withdrawn papers will be held by another indi- 
vidual an unreasonably long time. In this case you should “follow 
through” and bring the matter to the attention of the adjutant or chief 
clerk. You have made the carbon of the “Out-Charge Sheet” and 
placed it in your file for this very purpose. Only by being systematic 
in this matter can you keep your files complete and avoid embarrassing 
delays when you are asked for filed communications. 

270 . Letters on unlisted subjects. — Letters on subjects not listed 
in the 'War Department Correspondence File will frequently come 
into your hands for filing. In those cases you must always remem- 
ber that the creation of new numbers or the further extension of 
numerical decimal siibdivisions is absolutely prohibited except by 
specif/} authjorization from The Adjutant General im Washington. 
You still have, however, the problem of filing letters on unlisted sub- 
jects. There are two ways to solve it. Both ways are authorized, but 
normally it will be a headquarters policy to use one or the other — ^not 
both. 

271 . One solution is to find the subject, listed in the alphabetical 
index, which is most closely related or most similar to the subject of the 
communication to be filed. You should give the number of this most 
closely related subject to the communication and make an index sheet 
for the paper under the name of the new subject. This sheet should 
be filed alphabetically under 009. In your copy of the War Depart- 
ment Correspondence File (1918 edition) on page 38 you will find 
the number 009 followed by the heading “New subjects.” Under this 
heading enter in the book in ink a notation of the new subject. Make 
in ink a similar notation in the alphabetical index of the book at the 
proper place. The correspondence itself, of course, you should file 
under the file number of the most closely related subject. , 

272 . The second possible solution is to use the miscellaneous groups 
and subdivisions of the War Department Correspondence File. You 
will observe that in this reference book certain numerical classifica- 
tions, the last digit of which is 9, have been reserved so far as practica- 
ble to represent miscellaneous subclassifications. For example: 

012.39 — “Miscellaneous” under “Taxation” (012.3) 

210.69 — ^‘Miscellaneous details” under “Details” (210.6) 
250.419 — ^‘Miscellaneous” under “Courts” (250.41) 

While you can find a general subject for all communications, you may 
receive a letter for which there is no specific subdivision. Such papers 
may be classified under the most closely related subdivision as mis- 
cellaneous. When you classify such a paper you should add, immedi- 
ately following the digit 9, a word or short phrase in parentheses 
giving the purpose of the communication. This word or phrase is 
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added so that you can file the paper in alphabetical order under the 
miscellaneous file number. 

273. Suppose you have for filing a letter about a detail of men 
in charge of confidential mail. There is no provision for this exact 
subject under 210.6 — ^Details. You may then put on the correspond- 
ence the miscellaneous file number followed by a descriptive phrase, 
thus : 

210.69 (confidential mail) 

274. When no miscellaneous heading with a corresponding file 
number ending in 9 is provided in the War Departm^ent Correapondenruie 
FUe^ you can extend a general subject in the same way by adding an 
explanatory word or phrase to the file number of any general subject. 
For example, under 413.8 there is mentioned a varied class of machines. 
If you have a communication concerning a machine similar to this class 
for which no provision has been made, you use file number of this class 
followed by a descriptive word or phrase, thus : 

413.8 (Tiering) 

In expressing the parenthetical subject, you should use the name of the 
concrete subject followed by a descriptive word or words: 

671 (Plants, filtration) 

421 (Shoes, field) 

275. The second plan of extending the filing system provides for 
great flexibility without adding to or extending the decimal numbers. 
In most headquarters, unless the amount of filing is relatively small, 
this is found preferable to using the 009 classification. The 009 file 
tends rapidly to become bulky and hard to manage efficiently. 

276.. Alphabetical and chronological filing. — a. Normally 
papers will be placed in a file holder in chronological order. When 
this is ^done, the second paper received is placed m front of the first, 
the third in front of the second, and so on. 

6. Sometimes, however, it may seem desirable to arrange the papers 
in one file classification alphabetically. This should be done only 
in order to increase the speed in recovering individual letters. In 
making such an alphabetical ‘‘file within a file,” write on each com- 
munication in parentheses after the file number the name of its 
special subject. For example 410.2 has to do with all classes of 
metals. You have individual letters about aluminum, brass, bronze, 
copper, and so forth. On these letters write “410.2 (aluminum),” 
“410.2 (brass),” “410.2 (bronze),” “410.2 (copper),” and so on. Then 
arrange the letters alphabetically by special subject with the letters 
about aluminum in the front of the folder. 

277. Binding files. — ^When more than 8 or 10 papers accumulate 
in one folder, it is best to bind them. First, place the pile of papers 
on the desk in front of you. Punch 2 holes (to receive w Acco or 
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other fasteher) in each paper about 1 inch from the top edge of each 
communication or index sheet to be bound. Arrange the papers in 
proper order, with the “finding sheet” (par. 293) on top, and insert 
the fastener. The bound papers can then easily be removed from 
the file for reference while the file folder itself remains in the 
drawer. The Out-Charge Sheet (par. 268) might well be placed in 
the empty folder to indicate who has the file of papers. This sheet 
can be destroyed when the papers are returned. 

278. Placing file number. — Once having determined the proper 
file classification for a paper, you should enter its number on it in 
proper form. On incoming mail you should enter the file number 
(which includes any identifying letters or words) about 1 to 1 Y 2 
inches from the top and along the right edge on the original, and on 
carbons or inclosures if there are any. The office designation and 
date should be entered in front of the number, thus : 

Hq. E 

201 Jones, John, 1st Lt CAC 
April 16, 1942 

On outgoing mail only the file number with identifying words or 
initials should be entered. The proper place is on the left-hand 
margin above the “Subject” part of the heading of the letter. See 
chapter 5. 

Section IV 



201 FILE 



279. The 201 files are simply a large division of the decimal file. 
Into this file go all papers of a personal nature. Its subdivisions 
represent each individual in the command. Papers that pertain to an 
individual are placed in the folder of that individual and are given 
the number 201 followed by his name : 

201 Jones, John, 1st Lt, CAC 



All these individual folders are filed alphabetically according to 
name. The advantage in this file is, of course, that all communica- 
tions concerning an individual are kept together for immediate ref- 
erence at any time. If letters or orders affecting an individual are 
filed elsewhere than in his 201 file, an index sheet should be made 
and placed there. 

280, 201 files may also be used for correspondence with private 
firms or individuals outside of the Army. Such correspondence may 
be appropriately filed by subject, and an index sheet be placed in 
the 201 file of the firm. These files are labeled thus : 

201 Ford Motor Co., Detroit, Mich. 
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Section V 

PRECEDENT OR POLICY FILE 

281. You will realize that communications which establish policies 
may be written or received on any subject listed in the War Depart- 
merit C orreaponderuie File, They will contain decisions, opinions, 
and unusual cases that may be valuable in making future decisions. 
To be useful to the commanding officer, the adjutant, or other staff 
officers these papers should be kept together. So one file, commonly 
called the “Policy File,” is created by the adjutant. Normally the 
adjutant will maintain this file himself in a special binder on his 
desk. Sometimes the sergeant major, at the direction of the adju- 
tant, will also maintain a policy file. For a policy file the War 
Department Correspondence File reserves the 008 classification. 
Whether this 008 class is kept in the same drawers with the decimal 
files or on the adjutant’s desk is a matter of convenience. 

282. Every original letter, indorsement, order, and other communi- 
cation that establishes a precedent or policy should be filed by sub- 
ject in the decimal files just as usual. But a copy of each policy- 
making document should be made and placed in the policy file. The 
copy should bear the number of the file in which the original has 
been placed. All copies placed in the policy file should also be 
arranged in the order of their file numbers with the lowest number 
in the front of the file. 

283. It is a good practice to keep a number of duplicate policy files, 
one for each officer or noncommissioned officer who may be expected 
to use it frequently. Any number of carbon copies can be made of 
the original communication so that each file may receive every paper 
that makes a policy. 

Section VI 



SUSPENSE FILE 



284. Often action cannot be taken at once on incoming communica- 
tions nor can it be expected immediately in the case of outgoing 
communications. Action has to be suspended. Still, it is important 
that “suspended” correspondence be systematically handled. 

285. Suspense date on outgoing correspondence. — Whenever 
a communication is sent out from headquarters and action is desired 
on it not later than a certain date^ that date is written upon the 
communication. This is the suspense date. On a letter it is placed 
directly under the date of the communication. On an indorsement 
it is usually placed on the same line as the number of the indorse- 
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merit with the identifying initials on the line below. The suspense 
date is ordinarily prefixed by the letter S for “suspense,” thus : 

Letter: 

August 15, 1942 
S 8-22-42 

Indorsement: 

AG201 Wood, Paul V. (Enl) 

1st Ind. S 8-22-42 

LLB/dek 

This means that on August 22, one week after the letter has been sent, 
a reply is due. 

286. Ma kin g suspense file. — The War Department Corresponds 
ence File suggests one plan for a suspense file (in par. 28, p. 20). 
This plan is particularly adaptable for use in the headquarters of larger 
units. Various other ways of maintaining suspense files are in use. 
One that has been f oimd practicable operates as follows : 

287. Prepaid a box large enough to hold 31 moderately full file 
folders* of legal document size (9i/^ by 14% inches). The box may 
be placed on a small stand by the side of the sergeant major’s desk, 
where it is available to him and to any other person in the office who 
may need it. Thirty-one legal-size folders are then marked with the 
numbers 1, 2, 3, and so on up to 31. These numbers represent the days 
of the month. 

288. When a letter comes into the office marked for action on the 
22d of the month, it is placed in the folder marked a day or two in 
advance of the 22d, say “20.” If it is desired to keep this piece of 
correspondence elsewhere, a sheet of paper with the date and descrip- 
tion of the communication on it is placed in the proper suspense folder 
instead. Other information that may be put on the substitute sheet 
consists of the location of the paper and the name of the person who 
must take action upon it. 

289. Each morning upon arriving at the headquarters, the ser- 
geant major or whoever has the suspense file in charge should empty 
the day’s folder on his desk, replace the folder in the file at the back of 
the other folders, and see that all papers suspended for that day are 
immediately processed. 

290. You should use the suspense file similarly for letters or reports 
upon which you have requested or expect action by a certain date. 
Place either a carbon copy of the letter or a sufficiently detailed memo- 
randum sheet in the appropriately dated folder. This will serve you 
as a reminder to “follow through” if you do not get action when you 
expect it. 

291. The system of placing emptied folders at the back of the file 
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accomplishes two things. First, it brings the next day’s folder handily 
to the front of tiie file. Second, it does away with the necessity of 
making monthly divisions of the file because your file will always have 
places for any number of days in advance up to 31. This is all that 
normally will be required in a regimental headquarters. If an occa- 
sional paper requires more than 31 days suspense, it can still be placed 
in the appropriately dated folder. When you reach that folder in April 
and find action is desired only in May or June, you simply leave the 
document in the folder until it again appears in the proper month. 

292. This suspense file should be used as the office “tickler file.” 
Memoranda of all types of recurring and nonrecurring reports, returns, 
and other required action should be filed in it as well as correspondence. 

Section VII 
FINDING SHEETS 

293. A finding sheet is like a table of contents. It is prepared on a 
List of Papers (W. D., Q. M. C., Form No. 353), a light manila form. 
One should be initiated and maintained for each file folder in the 
decimal files (including 201 files and policy files) . On this form are 
listed in chronological order (alphabetical order if the file is arranged 
alphabetically) all papers placed in the folder, the contents of which 
it summarizes. If you cannot obtain a copy of a paper for a particular 
folder, but wish to note it on the finding sheet of that folder, you can 
do so by writing on the sheet the number under which the original is 
filed. This number should be entered after the subject of the communi- 
cation in the column headed “synopsis.” The completion of the “List 
of Papers” form is self-explanatory (see illustrated Form No. 353, 
above). Normally finding sheets are bound to the file as already 
described in paragraph 277. 
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Instructions : When papers on a subject become numerous, they will be 
numbered serially and brief entries made on this form. 
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Sechok VIII 

CLASSIFIED DOCUMENTS 

294. The system of filing documents classified as secret, confidential, 
or restricted is the same as that used for other communications. They 
are required, however, to be kept under lock and key or in a safe, 
and they are the responsibility of the adjutant. Usually separate files 
are established only for “confidential” or “secret” documents. Anyone 
who has occasion to maintain files of classified documents should be 
familiar with AR 380-6. 



Section IX 

HINTS FOR FILE CLERKS 

295. Equipment necessary for a filing system. 
a. Vertical filing units. 

5. Guide cards. 

c. Folders. 

d. Fasteners — for binding papers. Acco or similar fasteners rec- 
ommended. 

e. Punch — for holes to receive fastener. 

/. Set of rubber type. 

g. OflSce stamps — rubber or metal. 

296. Do’s and don’ts. 

a. Be sure to keep a policy file and suspense file. 

6. Be sure to file all indorsements and inclosures. 

c. Be complete and thorough with each piece of filing. 

d. Make all necessary cross references (index sheets). 

e. Make suspend cards or sheets when necessary. 

/. Never file a document until you have been instructed to do so. 

g. Number all folders properly. 

h. Be sure each folder is in its proper place. 

i. Keep your filing up to date (up to today). 

j. Always prepare an Out-Charge Sheet for every paper withdrawn 
from file. 

k. Never depend on your memory. Use written memoranda. Before 
assigning file numbers check them in the War Department Corre- 
spondence File. 

l. Strive for absolutely accurate filing. 

m. Never sacrifice accuracy for speed. 

n. When you speak of file numbers, always say, “two ten point six.” 
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Chapter 7 

OFFICE HABITS AND ATTITUDES 



Paragraphs 

Section I. Habits and efficiency 297-299 

II. How to acquire good habits 300-302 

III. Habits of work 303-315 

IV. Habitual attitudes. 316-326 

V. Habits to be broken 327 



Section I 

HABITS AND EFFICIENCY 

297. You as a normally observant adult do not have to be told by 
a psychologist that all human beings develop habits — some good, some 
bad. You have also noticed that appropriate (so-called “good”) 
habits result in increased efficiency. A small boy who is learning to 
write is at first far from efficient. He labors over each letter; penman- 
ship is a great effort for him. With the passing years, however, 
penmanship becomes habitual with him, until his pen runs quickly 
along and he can devote all his mental effort to arranging and express- 
ing his thoughts. 

298. Bad or inappropriate habits, unlike good ones, reduce effi- 
ciency. You may drift into the habit of allowing letters, papers, forms, 
and other work materials to pile up on your desk top or in your desk 
drawers — a haphazard and disorganized mess. You may have sudden 
need for a particular document. The disorganization of your desk 
obliges you to waste minutes thumbing through this pile after that in 
search of what you need. You will find yourself going through ineffi- 
cient motions a dozen times a day. The minutes thus lost in the course 
of a working day may easily add up to hours. No Army worker ever 
can justify to himself such criminal waste — certainly not during the 
pressures of wartime. 

299. Besides increasing the amount and accuracy of the work you 
do, development of good habits will add to your mental poise at times 
when the pressure of work is unduly heavy. If you are a systematic 
worker, you will know what you can accomplish in a given time and 
will go ahead with the job — steady and unruffled. If you are a hap- 
hazard worker, you are apt to become worried and flustered under 
pressure, losing what little efficiency you already possess. 
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• Section II 

\ 

HOW TO ACQUIRE GOOD HABITS 

300. If you analyze and try deliberately to improve your office 
habits, you can develop appropriate and efficient ones for yourself. 
It will be worth your while to spot your inefficient habits and to substi- 
tute efficient ones for those you find. 

301. Replacing bad habits with good is the only way to be rid of 
the bad. This is so because the action resulting from an established 
habit occurs automatically and without conscious thought. It is neces- 
sary, therefore, consciously to substitute an efficient kind of activity 
for an inefficient habit at exactly those times when the bad habit is 
likely to occur. If you keep a messy desk, for example, you will have 
to plan with deliberate effort, forcing yourself at first to work more 
slowly, in order to establish an orderly desk filing system. Once estab- 
lished, the new habit will increase your daily output in both amount 
and accuracy, and the old habit will no longer function. 

302. If you are inexperienced in working in an administrative office, 
study and acquire good habits as rapidly as possible through prac- 
ticmg them. If you are an experienced clerk, analyze your present 
way of working and your attitudes tdward the personnel with whom 
you have official contact; when you recognize a weakness of your 
own, rid yourself of it hy practicing the improved habit or attitude 
which should replace it. 

REMEMBER: 

a. Only a good habit can push a bad one out of your life. 

Z>. To give a good habit a chance, you must practice it. 

c. Learn by doing. 



Section III 



HABITS OF WORK 



303. Keep your desk neat and well-nrganized. — ^There is no 
excuse except laziness for a desk that looks like a wastebasket. By 
using file folders, file guides, drawer partitions, and the drawers 
themselves, any man can work out a plan for filing in his desk all 
papers and personal office equipment so that he can lay his hand 
immediately upon whatever he needs. The following suggestions 
will increase not only the quality of your work but also the quantity : 
a. If work is brought to and taken from your desk, make sys- 
tematic use of “In” and “Out” baskets. 

h. Keep your reference books in a fixed order, between bookends, 
within easy reach so your hand will automatically go to them at 
need. 



Digitized by 



Google 



130 



Original from 

UNIVERSITY OF CALIFORNIA 




THE ARMY CLERK 



303-304 



G. Keep your desk top free of all papers and materials except 
those with which you are immediately working or those with which 
you must work as soon as possible. Keep all current and unfinished 
work in front of you so that it won’t be forgotten. Have a “cur- 
rent” folder in your desk, keep such papers neatly clipped together 
on one corner of your desk, or maintain a memo pad on your desk 
listing such work. 

d. Use a suspense file (either on your desk top or in one of the 
drawers) for papers upon which you will work at some fixture time. 

e. Clear your desk top or arrange your papers safely when you # 
leave them, for any length of time. Many a paper has been lost by 
being blown upon the floor or carelessly pushed there by a passing 
feUow-worker. 



/. When you finish work upon one set 9i papers, but wish to hold 
them for further handling on another day, put them in your desk 
file-drawer or in a folder of your suspense file appropriately marked. 

g. Maintain regularly a desk calendar, memorandum pad, or 
card “tickler file” upon which you note instructions received and 
dates or times when activities must be performed. 

h. Prepare lists of numbers, names, or references to which you 
must constantly refer: AR base numbers; commonly used Army 
Regulations; post telephone numbers; distribution lists of periodic 
reports: required, with name and date when each is due; schedule 
of incoming and outgoing mails; and so forth. Keep these lists 
for ready reference under cellophane, fastened with scotch tape to 
your desk top or on the extension leaf of your desk. 

i. Make a “floor plan” of your desk. This you may post on the 
wall beside your desk or place with the prepared lists suggested in 
Ji above. It should be an organized list of the contents of each 
drawer so that, if you are absent, anyone else can quickly find 
anything in your desk. 

304. Flan each day’s work. — ^After a little observation you will 
find, barring emergencies, that each day’s work will fall into a pat- 
tern. Some of it must be completed by an early hour ; some of it must 
be finished before the end of the day ; while some may, if necessary, be 
deferred still longer. Before you leave your desk in the evening, take 
5 minutes to plan. Run over in your mind the things you know you 
must do and the things you may be asked to do the next day. Esti- 
mate the time which you will require for each activity. Then arrange 
all duties in order of urgency and note them on the next day’s calendar 
with the approximate time when you expect to start or complete each. 
Allow a sufficient amount of time for such emergencies as you know 
are likely to occur. In the morning you can glance quickly at your 
plan, make minor changes that may be required, and get to work at 
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once. At the .end of each day you will have accomplished tite 
planned tasks and will be able to clear your desk with a feeling of 
accomplishment. 

305. Always try to have one or more spare time jobs on 
hand. — ^You can work on ''such jobs the moment you have finished a 
priority job and have time on your hands. Don’t allow idle minutes 
to creep in while you fumble around for work to do. 

306. Be prepared to adjust your plan to chang^ing situa- 
tions. — ^Aplan for a normal day’s work sounds ideal, but there are two 

, general situations when it may work badly. Here they are. You 
have planned a full day’s work, but are asked to do a rush job of such 
proportions that you cannot finish both it and your regular work. 
You must recast your plan, deferring planned work that is less press- 
ing. If everything is on the “must” list for the day, it is reasonable 
to ask your superior for assistance. If you are known to be a system- 
atic and intelligent worker, such assistance should be readily forth- 
coming if it is available. In case the whole office is rushed, you can 
easily ascertain what work has priority and explain that the rest will 
not be finished until after normal working hours. 

307. Sometimes the opposite situation occurs. The work for the 
day will consume only part of it. Such a day affords two opportuni- 
ties : to catch up on any tasks, suggested in paragraph 305, that may 
have been postponed from time to time, or to anticipate work that a 
few days in the future may crowd your work schedule. When you 
have finished your spare time jobs, you are free to anticipate the rush 
that may come late in the month, for example, when the pay roll must 
be prepared along with current work. Any unexpected free time 
may be used to reduce the pressure of such a period by starting on 
the anticipated job. 

308. The best advice is : Plan your work by all means. But keep 
your plan flexible — and your mind as well. You cannot afford to 
work so rigidly in a groove that you are bothered by emergencies and 
consequently become an undependable producer. 

309. Use your time intelligently and completely. — The above 
suggestions for planning your work and for adjusting it to emergen- 
cies will help you to use your time properly. Remember that you 
are paid for your time and should deliver a fair day’s work without 
being driven by your superiors. Loafing or wasting time that has a 
money equivalent is no better than stealing. The same is true of time 
spent in doing inaccurate work over. 

310. Be punctual. — Office hours will be set for you — even though, 
especially in wartime, “there are no hours in the Army.” Punctuality 
is a habit like any other. It is the same for office work as it is for drill. 
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You •wouldn’t appear for a 0730 formation at 0735. If you allow 
yourself to drift into coming even a few minutes late to your work, 
you will find in- this case a bad habit driving out a good one. You 
will be either habitually on time or habitually late. 

311. Conserve carefully all materials with which you 
work. — ^Every typewriter, every sheet of paper, every pencil — in short, 
every bit of material with which you work costs your Government 
money and is charged against the operating expenses of your unit. 
Every clerk has an obligation to take care of all equipment issued to 
him and to use all supplies economically. These suggestions will help 
you conserve office materials: 

a. Prepare only the necessary carbon copies of reports, orders, and 
correspondence ; calculate exactly the number of mimeographed copies 
to be run off froin a stencil — the number that actually will be used. 

h. Conserve equipment by keeping your typewriter clean, by getting 
full use from your ribbon or your carbon paper, by putting pencils, 
erasers, paper clips, stencils, carbon paper, paper, and envelopes in 
places where they cannot be lost and where they will not become soiled, 
wrinkled, or otherwise unserviceable. 

c. Work with accuracy so that uncorrectible errors will not fill your 
wastebasket with carelessly typed letters, forms, and envelopes. 

312. The ultimate cost of wasted supplies and working time will be 
brought home to the thoughtful clerk by noting the following 



calculation : 

Letterhead and envelope, cost Lto 2 cents 

Second sheets, cost ^ cent 

Average time of typing letter, cost 10 to 15 cents 



313, The expense of doing a letter over, then, may vary between 
11^ and 17% cents. There are thousands of clerks in the service. If 
each retypes only one letter a day, all are responsible for a large and 
unnecessary annual expense to the Government. For example, 1,000 
clerks in 1 year would waste about $46,500.00. 

314. The cost of other supplies that may be lost, spoiled, or care- 



lessly used up are — 

Sheet of carbon paper 2 to 3 cents 

Mimeograph stencil 15 to 20 cents 

Eraser 10 cents 

Pencil 3 cents 

Forms 4 to 10 cents 

Paper fasteners (per box) 7 cents 

Wire staples (per box) $1.25 
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Multiply these by appropriate thousands of users and by the number 
of days in the year, and you will find that this annual waste is huge. 
If, however, each individual clerk determines to conserve his own sup- 
plies to the best of his ability, he will be helping the Government save 
thousands of dollars a year^to say nothing of helping to spread over 
a longer period the use of supplies which in wartime are difficult or 
impossible to secure. 

315. Practice followings telephone habits: 

a. Speak directly into the telephone with your lips not more than 
^ inch from the mouthpiece. 

h. Use a low-toned, pleasant voice, enunciating your words distinctly 
and speaking as if the hearer were about 3 feet from you. 

c. Identify yourself immediately by saying, for example: “Unit 
Personnel Section, Corporal Brown speaking.” 

d. Pronounce numbers and letters with particular care. In order 
that all numerals and letters may be clearly understood, telephone 
operators pronounce numerals and certain troublesome letters as 
follows : 

'Numeral 



or 


Spoken 




letter 


as 


Principal sounds 


0 


zero 


_.Zee and long O 


1 


wun_ 


Strong W and N 


2 


too 


.Strong T and long OO 


3 


thuh-ree 


- _ -A single roll of the R, and long EE 


4 


fo-wer. 


.Strong F, long 0, and strong W and R 


5 _ 


fi-yiv 


-- 1 changing from long to short, and strong Y 
and V 


6 


_ siks _ 


—Strong S and KS 


7 


sev-en 


.Strong S and V, and weU-sonnded EN 


8 


ate 


.Long A and strong T 


9_^ 


. ni-ner 


Strong N, long I, well-sounded M, and lightly 
sounded ER 


10 


ten 


. .Strong T and N 


J 


_ jay 


Strong J and long AT 


R _ _ 


_ahr _ 


Strong R 


M __ 


em 


Strong E and strong M 


W 


dubble-yoo_. 


Full value given to every syllable 


F 


ef 


Short E and strong F 



(Table adapted from J. R. Gregg, Applied Secretarial Practice, p. 178) 



(1) Another- device, recommended to distinguish letters which 
may be confused by the hearer when words are spelled over the tele- 
phone, is to say — 

“P as in Peter” or “B as in Baker” to distinguish P from B. 

“S as in Sugar” or “F as in Fox” to distinguish S from F. 



Digitized by Google 



134 



Original from 

UNIVERSITY OF CALIFORNIA 




THE ARMY CLERK 



316-317 



(2) Groups of consonauts which are likely to be confused over the 
telephone are — ^D, T, B, P, V, and G; F and S; M and N. The 
phonetic alphabet following is quoted from Training Circular No. 94, 
War Department, 1942: A — ^Able (Afirm^) ; B — Baker; C — Charlie; 
D — ^Dog; E — ^Easy; F — ^Fox; G — George; H — ^How; I — ^Item (Inter- 
rogatory^); J — Jig;- K — ^King; L — Love; M— Mike; N — ^Nan 
(Negat^); O — Oboe (Option^); P — ^Peter (Prep^); Q — Queen; 
E-^Roger ; S — Sugar ; T — ^Tare ; U — ^Unele ; V — ^Victor ; W — ^William ; 
X — Xray; Y — Yoke; Z — ^Zebra. 

e. If you are expected to take incoming calls, be sure you under- 
stand your superior officer’s policy for handling different types of 
callers. 

/. Never allow yourself to sound annoyed or irritated. Remember 
that the caller will judge the whole office, perhaps the Army, by the 
manner and efficiency with which his call is handled. 

Section IV 

HABITUAL ATTITUDES 



316. Understand meaning of small routine jobs. — The clerk 
in any administrative office of the Army, certainly a unit personnel 
section clerk, is asked to perform many small routine tasks : prepare 
the consolidated morning report, make entries in service records, com- 
plete reports of change, draft special orders, maintain 201 files, and 
so on. Such routine activities, especially when carried on day after 
day, tend to become uninteresting and to lose meaning. It thus be- 
comes important for you to understand the fundamental purpose of 
each task so that it may fall into the whole picture of the Army Per- 
sonnel System. If you make a constant effort to grasp the “Why” 
of each routine job, however small, your work will hold your interest 
and you will perform it with greater speed and accuracy. Remember 
also that, if you make an error in a record, some enlisted man may be 
deprived of his rights. An injustice may be done to a friend of 
yours. Each record represents a man, and is not simply a blank 
that must be filled out some way or other. 

317. Receive instructions attentively. — ^When you are given 
oral instructions, listen quietly and attentively. If the instructions 
are elaborate, make brief notes of the details so that you will neglect 
none of them. Normally you will receive clearly phrased directions; 
you should be able to grasp them without asking to have them re- 
peated. Occasionally you will receive oral instructions that are 



* Where the United States Navy General Signal Book is used, these names will be used in 
lieu of those contained in the above phonetic alphabet. 
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vaguely worded. In such cases it is correct to ask, “Do you mean thus 
and so, sir?” The usual rule, however, is: Listen attentively to in- 
structions so that you may avoid asking your superior to repeat. 

318. Give instructions clearly. — Sometimes you will need to 
give instructions to others. Give them clearly, concisely, and exactly — 
after you have thought through what you wish to have done. Phrase 
such instructions so that an attentive listener need not ask you to 
repeat. If you must give detailed instructions, ask the hearer if he 
understands and if he has any questions. 

319. Be dependable. — ^Dependability has been defined as “the 
ability to do an assignment with a minimum of supervision.” ( J. R. 
Gregg, Applied Secretarial Practice., p. 352.) The amount of super- 
vision you will require will be determined by how you take instruc- 
tions and carry them through to completion. These rules may help 
you to become completely dependable : 

a. Understand your instructions fully. 

h. If possible, make notes of them as they are given you. 

c. If this is not possible, concentrate especially hard on what you 
are told and make notes of the instructions as soon as you can. 

d. Carry out all instructions promptly. Note on your calendar 
matters that may be deferred and take care of them at the proper time. 

e. Work until the job is done. 

320. Be loyal to your superiors. — You may sometimes be asked 
for your opinion on a matter of office routine. When the final 
decision is made, it may not accord with what you think is the 
proper action'. Nevertheless it is essential that you give your super- 
ior’s decision wholehearted support and refrain from voicing crit- 
icism to anyone. Your superior officer is ultimately responsible for 
the work of the office and makes the wisest decisions he can. He 
has a right to your loyal cooperation. This attitude is vital to the 
smooth operation of the office. And you will find loyalty works 
both ways. If you loyally carry out the policies of your superior, 
he will respect your judgment on subjects upon which you are quali- 
fied to hold an opinion. 

321. Treat confidentially all ofB.cial inf ormation that comes 
to you in the ofi9.ce. — You should never reveal to civilian or military 
personnel the contents of official communications or records of any 
type, whether they are “classified” or not. Your usefulness as a 
clerk depends entirely upon your faithful observance* of this rule. 

322. Cultivate tact and good manners. — Tact and good man- 
ners are just common sense applied to human relationships. You 
will easily and naturally develop tact if you put yourself in the place 
of the person with whom you must deal. Ask yourself : How would 
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I like to be treated? Using this simple formula will prevent your 
necessary interruptions of another’s work from becoming annoying. 
It will help you to phrase acceptably questions which draw attention 
to another’s error, 

323. Develop interest in your associates.— What we commonly 
call a “liking” for people is really an “understanding” of people. 
You do not have to have the same likes and dislikes as another per- 
son to understand him, but you do have to be tolerant. In your office 
you will work with a number of different personalities. All will 
have faults, and all will have virtues. Try to value people on the 
basis of their good qualities and to understand why they have the 
faults they do. You will find a genuine interest in all of them de- 
veloping in you — an interest that will do much to minimize the per- 
sonal frictions which are bound to occur. 

324. Be cooperative and courteous. — To the extent that you can, 
assist others in a friendly way. Resist the temptations to be short 
when you are interrupted in important work. The polite excuse is 
as easily made as the gruff remark or annoyed grunt. Besides, an- 
noyance re^ts not only on others, but upon your own mental attitude 
toward your work. The accompanying emotion or irritation distracts 
you still further and reduces your efficiency. 

326. Cultivate dear, but quiet voice. — The voice is an expres- 
sion of the personality. Together with manners and appearance it 
affords one important basis upon which people are judged by associ- 
ates. Blustering, loud voices give the impression of unpleasant aggres- 
siveness. Mumbling, excessively low tones are taken as signs of 
weakness or lack of self-confidence. Speak in a moderate tone, loud 
enough to carry easily to the person you are addressing. Pronounce 
your words clearly and definitely. You will thus give the impression 
of confidence we all wish to create. Remember that the voice responds 
quickly to the emotional state of the speaker. It as easily betrays dis- 
couragement and irritation as pleasure and friendliness. The way 
in which you use your voice tends, then, either to help you toward 
cooperative relations with associates or to obstruct your .other efforts 
to attain that goal. 

326. Studiously avoid any action that may disturb others 
who work in your offlce.-^uch actions may include (1) continually 
borrowing pencils, erasers, paper, or any materials with which you 
should equip yourself ; (2) loud talking and laughing within the hear- 
ing of busy associates; (3) asking frequent foolish and thoughtless 
questions; (4) passing along wisecracks to impress others with your 
keen sense of humor; (5) humming or whistling to yourself; (6) 
munching candy or peanuts ; and so on ad nauseam and ad infinitum. 
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Sbcthon V 

HABITS TO BE BROKEN ^ 

327. The following are unacceptable habits. If you have them, 
you should strive to break them at once. 

a. Continually borrowing erasers, pencils, fountain pens, or other 
equipment. 

J>. Not returning borrowed equipment in the same condition as when 
received; returning an uncleaned typewriter, for example. 

c. Asking that instructions be repeated. 

d. Not being accurate;* being satisfied with less than perfect work. 

e. Making excuses for errors instead of acknowledging them. 

/. Interrupting others when they are doing exacting work. 

g. Asking questions about Army Regulations, English usage, punc- 
tuation and spelling, instead of looking up the answers. 

h. Delaying “for just a minute” when asked to carry a message or 
perform a task. 

i. Talking in a loud, blustering voice. 

j. Mumbling or speaking indistinctly. 

k. Interrupting others who are speaking. 

l. Being inquisitive about other people’s business. 

m. Putting your feet on your desk. 

■Ku Not maintaining correct and businesslike posture at all times. 

<?. Regularly getting too little sleep or too little exercise. 

1 Adapted from J. R. Gregg, Applied Secretarial Practice, pp. 131-132. 
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Chapter 8 

TYPING AND DUPLICATING 
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Section I 

IMPEOVING YOUK TYPING^ 



328. Machine. — The enlisted man should familiarize himself with 
the various operative parts of the typewriter. These parts are located 
at different positions on various models, but are essentially the same 
on all. Below are listed the most common parts. Begin at once to 
locate each part of the typewriter and observe its function. 



No. 

1 _ 



2 

3, 

4. 



5. 

6 

7. 



Name 

Carriage. 



Platen (or roller) 

Platen knob 



Variable line spac- 
er (or line space 
disengage re- 
lease). 

Paper release 

Line-space and car- 
riag e-return 
lever. 

Line-space r e g u - 
lator. 



Function 

Carriage is the name given to the 
entire moving superstructure of 
the machine. It moves a space 
after each stroke of a key, space 
bar, or back stroke key. 

Hard rubber roll around which the 
paper is inserted in position. 

Hard rubber, knurled knob used to 
turn the platen by hand so that 
the paper may be inserted. 

Used to reset a line or locate a posi- 
tion on the paper. 



Used to straighten or release the 
paper. 

To space lines and to return car- 
riage to margin. 

Adjusts machine for single, double, 
or triple spacing. 



» Adapted from Typewriting and Clerical Course by Arthur P, Gill. 
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Jfo. Name 

8 Line scale 

9 Type guide 

10 Extension arm 

11 Paper guide 

\ 

12 Paper-holder bail__*_ 

13 Margin scale 

14 Margin stop 



15 


Margin release 


16 


Left margin stop 

release. 


17 


Carriage pointer 


18 


Ribbon reverse 


19 


Ribbon spool, left 

and right. 


20 _ . 


Ribbon carrier 


21 - . 


Ribbon spool holder 


22 


Ribbon indicator 

and stencil lever. 



Digitized by Google 



Function 

Used to determine the position of 
the line. 

Guides type face to make impres- 
sion on paper or stencil. 

Used to hold envelopes, cards, and 
other material. 

Guides the left edge of the paper as 
it is inserted into the machine. ^ 

Holds the paper firmly against the 
platen; older models do not have j 
this, employing instead movable i 
roller clips. 

Used as a guide for marginal stops. il 

Left and right; the one for right 
margin indicates approximate • 

end of a line — a bell rings five j 

spaces before the stop locks the * 

carriage. The typist is thus given i 

notice that the line should be \ 

terminated. i 

Permits writing beyond the right- j 

hand margin after the carriage I 

has locked. ' | 

Releases the carriage from the left 
margin stop, varies according to ! 

machine. 1 

Indicates printing position of the 
carriage. ;! 

Hand control for reversing direc- I 

tion of ribbon. i| 

Ribbon is wound automatically on | 

the two spools with operation of | 

machine and automatically 
changes direction. 

The “needle” through which the 
ribbon moves. 

Holds the ribbon spool with a peg 
and releases ribbon to the < 

“needle.” 

Used to shift ribbon from upper 1 

to lower part; to disengage rib- 1 

bon for stencil cutting. | 
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No. Name 

23 Tlmmbpiece 

24 Keyboard 

25 Shift key, right and 

left. 

26 Shift lock 

27 Tabular key 

28 Backspacer 



29 Carriage bar 

30 Bearing bars (two) 



31 Tabular stops 



32 Space bar 



Function 

. Used to control the carriage by 
hand. 

Designation of the set of keys. 

Used for upper case of keyboard. 

Used to lock the carriage in upper 
case. 

Releases the carriage to previously 
set tabular stops. 

Brings carriage back one space; 
used for inserting corrections at 
proper positions; also for center- 
ing headings or captions. 

The carriage moves along this 
polished bar. 

Roller bearings move along these 
bars which, together, with car- 
riage bar, support the carriage on 
the frame of the typewriter. 

Used for indenting paragraphs, 
subheads, tabulated and line re- 
ports ; located to the rear on some 
machines, others having special 
keys on keyboard to set and re- 
lease the stops. 

To space between letters, digits, and 
sentences. 



329. After carefully observing and practicing with the parts men- 
tioned above, insert two sheets of paper (one backing sheet for 
platen protection). Hold the paper with the left hand and roll the 
platen knob with the right hand. If the two sheets are not evenly 
together, use the paper-release lever to straighten the two sheets. 
Roll the top edge of the paper back to the line scale and move the 
carriage backward and forward to see that the paper is squarely in 
the machine. Use paper-release lever to make paper parallel to line 
scale. Practice this several times, using three or four sheets of paper. 
Then place carbon paper between the sheets and insert them into the 
machine; line up all sheets in the manner prescribed. If many 
sheets are used you may find that they do not feed into the machine 
easily. In this case, fold a piece of scratch pad paper about 2 inches 
from wide edge; insert the top edge of the paper and carbons into 
the fold of the scratch pad sheet; and then feed the folded sheet 
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your papers into the machine. You "will find that it feeds 
and that the edges will 5tay together. Bemember this : you 
^ tnll use this device many times in your typing work. As many as 
, six carbon copies can be made; it is well to keep a folded piece of 
paper handy in your desk for this purpose. 

^ 330. Now set the right-hand margin stop at 5 on the scale; set the 

r first tabular stop at 10. The tabular stops on older models are set 
S hand at the rear of the typewriter; on new models you set the 

/ carriage at 10 and strike the tabular set key. In a similar manner the 
. tabular stops are cleared by moving the carriage and striking tabular 

clear key. Depress the tabular key to observe how the carriage moves 
on the scale to the desired stop at 10. Move the line space regulator 
' to the figure 2 and work the line space lever with the middle finger to 
see the paper move at double space; do the same for triple space. 
Belease the variable line spacer or disengager to observe how the 
" - platen rolls free by hand. The disengager is located at left of platen, 

. ' concentric with platen knob; it pulls out to release. Acquaint your- 
self with these functions. 

331. Care of typewriter. — ^The typewriter should be kept clean. 
When not in use it should always be covered. Dust and dirt will 
collect on the various parts, especially overnight or during extended 
periods when the air is still and dust particles drop out of the air. 
Remove dust and dirt with long-handled soft brush, made especially 
fot the purpose; wipe machine with soft cloth. 

832. Clean the platen (roller) frequently with cleaning fluid, using 
soft cloth to rub briskly. Do not use alcohol. Paper will feed into 
the machine better and will hold tightly when the platen is clean. If 
the platen is worn and uneven, it should be replaced. However, it 
may be rubbed lightly with a piece of fine emery cloth to' even the 
surface. Never type with a single sheet of paper in the typewriter — 

■ use a “backing” sheet to protect the platen. 

333. All machines require oiling. The typewriter should be oiled 
at frequent intervals. Move the carriage to the extreme left or right, 
exposing the carriage bar. First clean the carriage bar with cleaning 
fluid and soft cloth to remove gum and dirt. Apply a few drops of 
typewriter oil to the bar. Do this also to the other end of the bar, 
working the carriage back and forth so that the oil may be distributed 
along entire length of bar. Use only typewriter oil— other oils will 
cause gum to form, impeding the movement of carriage. Apply a 
drop or two of oU on the two roller bearings that support the carriage. 
Do not use oil to excess. Other friction parts of th^ typewriter are 
designed to be oiled at only rare intervals. A drop or two of type- 
writer oil may occasionally be applied wherever these parts are 
accessible. 
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334. To clean the type properly, use a small stiff brush dipped in 
cleaning fluid of some character. Place a cloth over the keyboard to 
keep it free from splash. Moisten the face of the type to loosen and 
dissolve dirt particles; then brush thoroughly. The type on some 
machines is open and accessible ; on others the face plate is easily re- 
moved by slight pressure from inside, being designed for this purpose. 
Do not permit cleaning fluid to run down through the machine, as this 
will dissolve oil with which it may come in contact. If no cleaning 
fluid is available, pick out the dirt from type with pin point and brush 
vigorously ; wipe with a cloth. 

335. Changing ribbon. — ^With the exception of noiseless type- 
writers, changing the ribbon on all standard makes of machines varies 
but little. Observe carefully how the ribbon is threaded through 
slotted feeder of the ribbon holder and through the ribbon carrier, 
or needle. Wind the ribbon a little to observe it move from one spool 
to the other. Reverse the direction of ribbon by pushing or pulling 
on wheel handle at right-hand side of machine. Sometimes the ribbon 
may stick, and not reverse itself automatically. It is then necessary 
to reverse it by hand. 

336. Wind the ribbon completely on one of the spools. Engage the 
shiftlock key. Remove the empty spool first. Detach the ribbon 
hook or end, and unthread the ribbon carrier by allowing enough 
slack to permit a loop to the rear of the ribbon carrier. Remove the 
spool on which you have wound the old ribbon. 

337. Attach the loose end of a new ribbon to the empty spool so that 
it will wind in a direction to leave the ribbon band to the front of hoth 
spools. Wind the empty spool a few turns to cover eyelet. The eyelet 
is several inches from the end of the ribbon and is placed there to 
prevent ribbon from unwinding completely from the spool; it also 
snubs the ribbon, causing it automatically to reverse its direction 
whenever one spool becomes empty. 

338. Place the spools in the holders, making sure they engage the 
metal peg of holder. Pull some slack from the new spool and thread 
the ribbon through the feeder slots of the holders. Place the ribbon 
back of carrier (needle) , loop the ribbon between the prongs of carrier, 
and wind up the slack. Check the operation of spools by winding 
slightly in both directions. Leave ribbon to wind on the empty spool 
by itself. 

339. Changing ribbon on noiseless typewriter. — On noiseless 
typewriters, the ribbon is wound on a bobbin. Set the ribbon indicator 
at the red position ; engage the shift-lock key ; rewind old ribbon on 
left bobbin ; and remove old ribbon from left spool so that opening of 
bobbin fits over the extended metallic arm. Run the loose end of the 



new ribbon in back of the ribbon carrier (needle) until the end of 
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ribbon reaches the right ribbon spool. Insert the ribbon in slit of i 
right spool so that the metallic-fitted end will be on inner side of spool. 
This metallic edge will prevent the ribbon from disengaging itself. 
Note that the slit of the spool reaches to base of spool. Release car- 
riage and move it to extreme left. Behind the right spool, slightly 
below it, push in the metallic arm. This in turn will cause the ribbon 
carrier to rise. While the carrier is in this position, twist the ribbon 
around the finger, forming a loop. Allow the loop to slip off the finger 
into position behind the ribbon carrier. Disengage the shift-lock key 
and reset ribbon indicator to black position. 



Instructions for typing 



340. Position. — ^Desk and desk lamp should be so arranged that 
light comes from the side or over the shoulder. Avoid the glare of 
direct light on the eyes. Assume a position in the chair directly in 
front of the typewriter with feet flat on the floor, left foot slightly 
forward of right foot, body well back in chair and inclined slightly 
forward. Be comfortable in the position — suit your convenience. 
Place the fourth or small finger of left hand on a and the fourth finger 
of right hand on /. These are the GUIDE KEYS. To become an 
accomplished touch typist, you must always return your little fingers 
to these two keys when at pause or rest. (We all have eight fingers 
and two thumbs — ^the thumbs are not called fingers.) Now permit the 
other fingers to rest on the keys closest to them, with the right thumb 
on the space bar. If your fingers are long the first three fingers of 
left hand may rest on the second row from top of keyboard, with first 
or index finger on the the second or middle finger on e, and the third 
finger on w. By the same token the fingers of right hand may assume 
the following positions: index finger on A, middle finger on i, third 
finger on o. Any variation is all right as long as your fingers feel “at 
home” on the keys. The only fixed rule for position of fingers is that 
the two small fingers come to rest oiJ/ways on the a and / — ^the GUIDE 
KEYS. This is most important because the other fingers will move 
in the proper direction from these two fixed positions. Many errors 
will be eliminated in typing by this method. 

34 1 . Touch. — The position of the fingers as mentioned above places 
the thumb of the right hand on the space bar. The space bar is struck 
with the right thwwib. To secure a uniform appearance of the type- 
written sheet, the keys must be tapped — not punched. You strike the 
keys with a light, deft stroke of the fingers, pulling the fingers away at 
the instant of striking. This may be called the staccato touch. With 
this touch the platen or roller will not be marred with indentations and 
ridges and will always present an even face of the typed work. A 
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clean^nice-looking typewritten page calls for even stroking of the keys, 
and this can be accomplished only with the staccato touch. This touch 
is even more important in cutting mimeograph stencils that will pro- 
duce good copy. In practicing the assigned tasks, attempt to develop 
the staccato touch. It will come naturally, with practice. This touch 
will make you an accurate and speedy typist. Placing the fingers in 
position as described above, with the left hand strike the « with the 
little finger, s with the third finger, the d with the middle finger, the / 
with the index finger, and g with index finger, thus forming the com- 
bination of asdfg. Now with the right thumb strike the space bar. 
Proceed with the right hand, striking the combination hjhl ; — ^using 
the index finger for h and j, the middle finger for third finger for Z, 
and the small finger for /. This gives the two combinations: asdfg 
hjkl;. 

342. Honor system. — This is an honor system. Follow the in- 
structions and tasks assigned in the lessons in the order given, com- 
pleting all assignments without outside help. The process of using the 
various fingers may seem difficult and arduous. With practice in the 
right manner, however, finger movement will come without much effort. 

343. Finger exercise. — If your fingers become cramped and tired 
at first, stop and rest awhile. Lower the hands to your sides. Exer- 
cise the fingers in the following manner : interlock the fingers of both 
hands and twist forward and backward; open fingers as widely as 
possible and flex diligently by closing and opening; grip all fingers 
near the end with the other hand and press them up and down ; take 
firm hold of each finger and work it in a circular movement to loosen 
the knuckle joint ; bend each finger forward, backward, and to the side ; 
hold both hands in front of you, and shake them loosely. In this 
manner circulation in the fingers will be improved, with consequent 
vigor. 

Task 1 

344. Insert two sheets of paper (one as a backing sheet to preserve 
platen) into machine. Roll the paper up on the roller and match the 
sides and corners by using the paper release. Roll the top edge of 
paper back to the line scale and check to see if paper is inserted 
squarely. Paper is cut at factory and is always square. Sometimes 
the printed letterhead will not be perfectly square on the paper due to 
faulty feeding into printing press at time of printing. Nevertheless, 
the typing on the page should be parallel to its edges. Mark the paper 
1 inch or so from the bottom edge with light stroke of pencil to indicate 
when you are nearing the end of the page. The pencil stroke can later 
be erased. This will permit proper margins and “frame” the type- 
written page. 
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•345. This lesson will embrace the third row of the keyboard. The 
keys and proper fingers to use are — 



Guide 












Guide 


key 












key 


1 

a 


s d 


f 


g 


h 


j 


1 

k 1 ; 



Fingers- 4th 3d 2d 1st 1st 1st 1st 2d 3d 4th 

; Left hand : : Right hand ; 

346. Using the proper fingers and WITHOUT looking at the key- 
board, make five perfect lines of each of the letter combinations 
listed in the columns below. ' Space between each combination with 
the riglit thumb. DO NOT ERASE. If you make a mistake, begin 
over. To conserve paper, use both sides of the sheet. Go slowly. 
Strive always for accuracy. Speed will come with practice. 



asdfg 


hjkl; 


has 


hag 


alas 


flask 


fdsag 


kjhl; 


jag 


gal 


saga 


glass 


gfasd 


jhk;l 


lad 


fad 


glad 


slash 


dasfg 


l;khj 


had 


gag 


flag 


gaff; 


adsfg 


;jklh 


all 


dad 


dash 


flash 



347. In typing from copy, similar words and phrases in close prox- 
imity to each other may cause the typist to “lose his place” or even 
skip a line. This may prove to be a grievous error if undetected at 
the time. A seemingly small error in a report or communication may 
multiply itself many times, requiring many hours, or even days, of 
valuable time and effort to correct a condition caused by the careless 
error. By using a small white sheet, of scratch paper or cardboard 
placed on the copy as a guide, you will be able to keep your place. In 
returning to the copy it may be well to read back a line or two to make 
sure of the proper place. You may be interrupted several times dur- 
ing the process of typing a report requiring tabulation; the guide 
sheet Avill save time and errors in returning to the work at hand. 
Where your work is voluminous, a mechanical copy-holder with a line 
guide should be used. 

Task 2 



348. In performing typewriting and other clerical work, the hands 
should be kept clean. Wash your hands several times during the day 
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to freshen them. Papers and reports should be neat. Long fingernails 
interfere in stroking the keys. Keep a fingernail file on hand and use 
it to keep fingernails short and in good order. You will notice a dif- 
ference. Fingernails should also be clean. i 

349. Accuracy is more important than speed — ^now and in the fu- 
ture. It takes time and effort to correct errors. Do not attempt to 
be fast in striking the keys; you are now only learning, by touch, the 
position of the keys. Remember the GUIDE KEYS and keep hands 
in position. 

350. In this exercise you will learn the letters in the second row 
from top of typewriter. The keys and proper fingers to use are — ^ 



qwert yuiop 



Fingers — 4th 3d 2d 1st ' 1st 1st 1st 2d ' 3d 4th 

‘ Left hand ] [ Right hand | 



351. Without looking at keyboard write five perfect lines of 



each of the following 
erasures! 


combinations 


in the 


order given. 


Make 


qwert 


yuiop 


to 


wit 


write 


the 


retqw 


oipuy 


it 


tree 


worry 


for 


wrteq 


upioy 


we 


you 


queer 


his 


tqewr 


iyoup 


yet 


pity 


true 


due 


etwqr 


pioyu 


rut 


quit 


quoit 


fat 



Task 3 



352. By this time your finger movement should be less difficult. 
Don’t be discouraged if you seem to make many mistakes in striking 
the keys. Certainly, you will make errors — ^we all do. Perfection is 
something to strive for, but it is never quite achieved. 

353. In extracting the finished page from the typewriter, always 
depress the paper release. It’s quicker, is less noisy, and requires less 
effort. 

354. In some machines, with the paper release depressed, the paper 
moves too freely to be easily adjusted in the machine. A good way 
to overcome this difficulty is to use the palm of the right hand slightly 
to depress the lever, leaving your fingers free to adjust the paper. 

355. Don’t use a ribbon when it is in shreds. Impressions will be 
poor, and the ribbon may catch in the carrier. Before the ribbon is 
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worn too much, remove and reverse the spools in their holders— 
leaving the unused edge for typing. This results in several benefits: 
first, it results in economy ; second, a new ribbon is invariably heavy 
with ink and will present letters of poor appearance on typewritten 
page; third, it is difficult to make a clean erasure in material typed 
with a new ribbon because it may smudge in handling. In many 
instances ribbons are of poor quality. In this case the page will not 
be as neat as it should be until the ribbon has been in use for some 
time. Use the old ribbon as long as practicable. 

366. Now proceed to learn the fourth row on the keyboard. The 
keys and proper fingers to use are : 

zx cvb nm,. / 



Fingers — 4th 3d 2d 1st 1st 1st 1st 2d 3d 4th 

Left hand ’ ] Right hand * 



367. Without lookings at keyboard and with the proper fingers, 
write five perfect lines of the following combinations and the sentence 
in the order given. Remember, accuracy is your watchword. Pro- 
ceed slowly. Speed comes with practice. 



zxcvb 


nm,./ 


and 


nozzle 


very 


buxom 


vcbzx 


m,n/. 


ban 


base 


xray 


lax 


cxvzb 


.,mn/ 


cub 


men 


craze 


back 


. bzcxv 


/n,.m 


tax 


extra 


numb 


nine 


xvbzc 


,m/.n 


cave 


crux 


blaze 


matrix 


The comma. 


our weakest 


mark of punctuation. 


is often 


misused. 



Task 4 



368. You are now about to complete your instruction on the key- 
board. Once you have learned the position of each key through these 
exercises, you will never forget it. The numerals and less-used char- 
acters may not be remembered as well as the other keys. This, how- 
ever, should not hamper your efficiency. The knowledge gained in 
this course will stand by you in days to come and repay your efforts 
manyfold. You will find that typing is a stepping-tone to respon- 
sibility and to promotion. Be sincere in applying yourself and give 
full measure of work and devotion to your daily work. Knowledge, 
unused, is of no value. The first row on the keyboard and the proper 
fingers to use are — 
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368-362 

7 8 9 0 - 



Fingers — 3d 2d 1st 1st 1st 
Left hand 



1st 2d 3d 4th 4th 
• • 

; Right hand 



1 359. Notice that only four of the keys are struck with the left hand 

and that the extra key, the hyphen (-), is included for the small finger 
of right hand. 

\ 360. There is no figure, as such, for the numeral one. The lower 

^ case of the letter “ell” (1) is employed for this numeral. Do not fail 

1 to use the proper finger for each key. To do otherwise will tend to 

■ decrease your speed and increase the number of your errors. 

I 361. Without looking at keyboard and with the proper fingers, 

i write five perfect lines of the following combinations and practice 
I sentences given below. Keep your eyes on the copy. 



1 


12345 


67890- 


He is a first-rate commissioned officer. 


43251 


8976-0 


What well-known man do you know? 


1 


51243 


70-986 


An ill-mannered fellow seldom succeeds. 




34125 


-89607 


Who are the full-fledged members? 


r 

h 


25314 


06879- 


The pint-size can was too small. 



Miscellaneous points 



362. Errors and corrections. — In making corrections, erase 
lightly. Paper is made in various textures and finishes. Some paper 
is very “soft” and is easily rubbed away, leaving an unsightly scar. 
Test the paper to determine just how much pressure you may exert 
with the eraser. Typewriter erasers contain abrasive, some more 
than others, and in the process of removing the error some of the 
paper is also removed. Attempt to remove only the ink, with as 
little of the paper as possible. This is accomplished by light strokes. 
Use the abrasive eraser also to correct carbons. It is quicker and 
leaves less “material” possibly to fall between tissue copies and typing. 
Corrections on carbon copies need not be completely obliterated be- 
cause retyped words or Jetters of a word “cover up” better on carbon 
copies than on original. If you are near the end of the paper, move 
carriage to extreme left or right without rolling platen and then make 
correction. This may save time and effort even if necessary to “touch 
up” the carbon copies and remove the smudge caused by pressure of 
erasing. 
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363. In making corrections in the machine, a flexible erasing diield 
or light card should be inserted between the paper and the back of the 
carbon sheet so that carbon will not rub off on the cojnes. Some 
typists in making erasures insert bits of paper between the face of 
each carbon sheet and the tissue copy. This method, of course, 
smudges tlje scrap of paper, is messy and untidy, wastes paper, and 
should be avoided. 

364. Clean the erasers frequently ; otherwise you may transfer the 
smudge to the paper. Do not permit crumbs or material of the eraser 
to fall in between carbon and paper since imperfect letters will result 
wherever the type passes over this area. If practicable, finish typing 
the line before making the correction — ^the paper may slip in the 
machine as you erase, putting the line out of position. The eraser 
and shield sometimes get “lost.” Keep them in a special place along- 
side of typewriter. 

365. In reinserting a typed page for correction, check the' line with 
the line scale. A line in position is usually slightly above the top 
of the ribbon carrier. Observe on your own machine how the line 
scale “edges” the line when it is in proper position. In bringing a 
particular letter for correction into position, use the nearest (.) or 
letter o to center it exactly in the middle of the type guide, located 
just in front of the ribbon carrier. A skillful combination of these 
two adjustments of the paper will result in a perfect correction. If 
only one letter is to be corrected, the backspacer may be employed to 
hold the carriage in position for perfect centering without recourse 
to moving the paper for this operation. Matching the line and letter 
may be so expertly done that words and even lines may be “overtyped.” 
Typewriters may vary in their mechanical operations and it is there- 
fore necessary to become acquainted with the characteristics of the 
machine you are using. 

366. A good policy to pursue is to look over the typewritten page 
before extracting it from the machine; you may discern an error, and 
thereby more easily make the correction. Practice making corrections 
by removing the paper from machine and making the erasure; then 
reinsert the sheet in the machine and make the correction. Try again 
and again, until the corrected copy looks clean and in position. By 
such practice you may save much time on the job when it is most 
important to do so. 

367. Characters. — The upper case of the first row of keys contains 
characters. You will have frequent occasion to use the quotation mark 
or ditto ("), the underscore ( — ), the apostrophe ('), parenthesis left 
[(] and right [)], and the hyphen (-). The number sign (#), the 
dollar sign ($), percent sign (%), the ampersand or “and” sign (&), 
and the asterisk (*) are mostly used in reports and tabulating work. 
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Make it a point, however, to emfloy the proper faigers for all 
characters, 

368. Other keys on machine. — The fractions ^ and ^ last key 
on second row, ^are struck with the small finger of right hand. The 
same is true of i and @ (at) — last key on third row. Fractions may 
be written with any numerals, using the diagonal. Examples : V 2 , V4, 
%, %, etc. In employing fractions on a report or in a communica- 
tion, be consistent in the method of typing them. Do not use the 

and ^ key when you must also write f or f. For shift keys, shift 
lock, backspacer, and tabular key (when single), use small finger of 
appropriate hand. If double comma machine is used, the interrogation 
mark (?) will appear on the shift of the diagonal, otherwise it will be 
the shift of the comma. 

369. Characters not.on keyboard. — ^Many characters may be im- 
provised from the keyboard. Below is a list of the most common and 
the method of making them. 

Name Character Sow made 

Dash — Two hyphens, no space before or after. 

Explanation Apostrophe (') and period (.). 

point I 

Midtiplication Lower case of x. Also used for “by” in dimen- 
sign X sions : for example, 2" x 4". 

Division sign -i- Colon ( :) and hyphen (-). On some machines a 

more perfect character may be made by employ- 
ing the hyphen and the period, rplling platen 
above and below the hyphen. 

Minus sign — Hyphen (-). 

Equal sign — Two hyphens, release and roll platen slightly up 

and down to suit. Examples: 536 x 2 3 = 

3571 / 3 . 

Feet and Apostrophe and quotation marks. Example: 

inches * " 6' 4". 

Degrees ® Letter 0 , rolling platen to suit. Example: 32° 

Fahrenheit. 

Minutes and Apostrophe and quotation marks. Example: 

seconds in 62' 14". 

longitude 
and time ^ 

Caret Underscore and diagonal. Underscore the last 

. letter at point of insertion. Can be employed 
only when typing is double spaced. Example : 
he *. 

I thought/ was going home. 
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370. Rulings and double rulings on special and tabulated reports 1 

may be made with the underscore ( ) without spacing. An upright 

or perpendicular line may be simulated with a series of colons ( :) , 
one under the other. The apostrophe (’) is employed for a quotation 
within a quotation. Some practice is required in order to make good 
characters. 

371. Centering. — Balanced and symmetrical headings in reports 
and tabulated material give the finished paper an attractive appear- 
ance. Begin at the beginning of symmetry by locating the center 
point of the paper in the machine. Remembering the margin scale 
number, you may always quickly locate the center of the paper by 
moving the carriage to that number on the margin scale. To center 
a heading, count the number of spaces in the word or words, divide 

by two and back-space this number of spaces. Begin the heading ^ 
there, and it will be centered on the paper. If the heading has two 
or more lines, locate the center of each line again, and proceed as be- ^ 
fore. In short headings of several lines it is quicker to observe how 
the number of spaces in the second and third lines balance with the 
number of spaces in the previous line. If you prefer to do so, you 
may employ the margin scale numbers in computing the number of ^ 
spaces required to give the proper, point for the line involved. In 
more elaborate and involved headings, a small flexible 6-inch rule ^ 
should be used actually to measure for the points required. In pre- J 

paring a tabulated report of five or six columns from rough copy, ’ 

make a lay-out on the paper before inserting it in machine, marking 
with light pencil strokes the exact positions of the columns. Much 1 
time and effort may be saved in this manner. 

372. Mimeograph stencils. — a. Stencils are made of vellum, wax 
treated tissue, or other fibrous material. Mimeographing is a process 

in which ink filters through the filaments of typed or ruled impressions *] 
on the stencil, thus imprinting on the paper. I 

h. In cutting mimeograph stencils, type a little more slowly than | 

usual. Art even touch is very desirable in producing nicely finished | 

work. The type must be clean. The letters il/, W, and E do not 
cut as well as other upper case letters. Strike them over lightly while 
still on the same line, being careful at the same time to observe that 
the first-struck letter is not out of position. If it is, leave it alone. 

The period (.), hyphen (-), comma (,), and the letter o have a tend- ^ 

ency to cut through the fibrous material of the stencil. Use a lighter 
touch on these characters to avoid putting a hole in the stencil. In 
making fractions, use the diagonal with numerals-^they cut better 
than the ones on the keyboard. Correction fluid is employed to cor- 
rect errors. The fluid “fills up” the impression and is then overtyped. 
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Do not have the correction brush heavily laden with fluid; use the 
brush without delay, applying a thin even coating only to the area 
involved. Permit it to dry slightly. Correction fluid, if too heavily 
applied, may pull away from the stencil upon drying and give an ugly 
appearance to the finished product. Specially colored carbon paper 
may be placed face up beneath the stencil in cutting so that the typist 
may easily read the text. Manufacturers of mimeograph machines 
. and supplies furnish instructions for use of their products. 

Task 6 

373. One erasure being permitted for each completed assignment, 
make three perfect copies of each of the following practice sentences: 

Make every minute count. 

Be alert; think ahead. 

The United Nations will win; 

I am doing my part. 

Time is ammunition ; save it. 

Every error I make delays victory. 

Success in combat depends upon good administration. 

374. Practical hints. — a. Use the tabular stops for indenting and 
tabulating work. This saves time and is easier on the nerves. 

h. Let the machine do all the work it can for you. 

c. Employ folded slip-sheet for inserting multiple pages and 
carbons. 

d. Pencil mark the page at the bottom before inserting, as a gage 
for the end of the page.' 

e. Clean the type and platen, and oil the machine periodically. 
Wipe gum off with cleaning fluid before oiling. 

/. Square the paper in the machine to give attractive margins. 

g. Bemember the margin scale number for center of page on your 
machine. 

h. Use 6-inch flexible rule for measuring and centering when con- 
venient. 

i. In complicated reports, make lay-out and arrangement before 
proceeding. 

j. Erase lightly. Keep hands clean. Be meticulous about the 
appearance of your work and your desk. 

h. Office requirements: Typewriter eraser and soft eraser; erasing 
shield or card ; a good dictionary ; a style manual or some authorita- 
tive book on use of words, punctuation, and arrangement; scissors, 
cleaning fluid, typewriter oil, cleaning brushes, dust rag, and fingernail 
file. 
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875, Check list on care of typewriter. — a. Brush type daily. 
Cleaning fluid should be used sparingly. Brush type twice daily if a 
heavy inking ribbon or an elite type machine is used. Clean machine 
thoroughly at least once each week. 

&. Adjust carriages and key tension as light as is consistent with 
proper work. 

c. Wipe the carriage raceways or rails daily with a cloth, moving 
carriage to extreme right and extreme left to cover the entire area. 

d. Clean cylinder or platen occasionally to remove sheen and prevent 
paper slippage. Disengage feed rolls when cleaning. 

e. Move carriage to each side before making' erasures so that eras- 
ings will not fall into working parts. 

/. Disengage feed rolls at close of business each day, and place 
cover on machine. 

g. All personnel having a desk with an extended arm for the type- 
writer will place the machine on the desk at the close of the working 
day. 

h. All electrically operated machines will be disconnected at the 
close of the business day. 

i. In order to avoid bent or broken carriages, all personnel having 
drop-type desks will center machines before closing compartment. 

376. General. — Inasmuch as the best way to learn how to do any- 
thing is actually to do it, the clerk should now proceed on his own and 
learn by doing. Practice on the typewriter the style of letters and the 
forms used in the Army. Select parts of Army Kegulations and 
TM 12-250 and use them as copy for further practice. Properly 
applying yourself and your knowledge, you will quickly become an 
efficient typist. Be honest in your effort, you will be the winner — ^you 
may fool others, but you cannot fool yourself. 



Section II 

DUPLICATING PKOCESSES 



377. You have already been given some practical hints about two 
metliods of duplicating correspondence, orders, bulletins, and mem- 
oranda: (1) making carbon copies and (2) mimeographing. Carbon 
copies are easy to make, and they save valuable time when only a few 
copies are needed. Most duplicating of orders, bulletins, and mem- 
oranda is done at regimental headquarters by mimeograph. 

378. Mimeograph: operation and care. — The preparation of the 
mimeograph stencil, the inking of the pad, the application of the 
stencil to the drum, and the feeding of paper into the mimeograpli 
itself are detailed operations that vary somewhat from model to 
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model. If you are assigned the job of duplicating headquarters bulle- 
tins, etc., you can learn these necessary operations quickly from a 
manufacturer’s manual. Furthermore^ in the discussion of type- 
writing in this chapter you received some valuable suggestions about 
the actual typing of the stencil when you are required to prepare 
stencils. 

379. One thing, however, you may neglect in the rush of work. 

That is proper care of the machine. You should be as meticulous in 
this as in the care of your typewriter. Many people have the idea 
that mimeographing is a messy job and that the machines are always 
covered with ink. This is often true. That is the fault, not of the 
machine, but of the careless operator. If your machine is cleaned 
daily and, when idle, is left to stand as the manufacturer instructs, 
the duplicating job need not be a dirty one. Kemember these points : 

a. Clean the rubber feed and retainer pads occasionally with cold 
water and a clean cloth or brush. 

h. Clean the impression roller frequently with a soft clean cloth 
dampened with benzine or kerosene. Never use alcohol. One appli- 
cation of alcohol ruins the roller. 

c. Wlien the machine is not in use, leave the drum in the exact posi- 
tion recommended by the manufacturer. If you do not, you have 
nobody to blame but yourself when your copies are smudged and your 
hands are black with ink. 

d. Always cover an idle machine to keep out dust. 

e. Give the machine frequent general cleaning (daily cleaning if it 
is in daily use) with clean soft cloths and benzine or kerosene. Alco- 
hol is dangerous as a cleaning fluid because it may drip on rubber parts 
and ruin them. 

/. Oil the machine faithfully. Using the oiling chart supplied 
by the manufacturer, note that some points need oil daily ^ some need 
it less often, and others require grease at longer intervals. 

g. In cold weather, when in the field, difficulty has been experienced 
in obtaining good uiimeograph copy. This is due to thickening of the 
ink. Under these conditions the ink will not flow through the cloth 
pad and through the stencil. Special manufactured “winter” ink is 
difficult to procure at present. To overcome this difficulty, however, 
a light grade of motor oil (SAE No. 10 for example) as a thinner 
can be added to the ink. As a substitute for this suggestion, a small 
amount of kerosene may be added to the ink. In either case care must 
be taken, as too much of the thinner causes it to “creep” and seep 
* through the printed page. Other solvents are not recommended as 
they tend to break down the pigments and other components of the ink. 
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ENGLISH USAGE 

Paragraphs 



Section I. Sentence structure 380 

II. Word usage 381 

III. Some punctuation rules 382-385 

IV. Spelling rules and word list 386-389 s 



Section I 

SENTENCE STRUCTUKE 



380. Each sentence should express a complete thought. In mili- 
tary writing clarity is of prime importance. Thus, if you have 
trouble composing long sentences that are clear, use short sentences. ii 
It is better to convey your exact meaning to the reader than to 
flounder around trying for “style.” Here are some common i 
errors in sentence structure. Avoid them. I 

j| 

a. Sentence fragment. — This is a group of words, phrases, or ;j 

clauses which is punctuated like a sentence, but which does not ex- I 

press a complete thought. 

Wrong: After reporting to the orderly room, where he will draw 
his equipment and where he will sign all necessary forms. 
Right: After reporting to the orderly room, where he will draw his 

equipment and where he will sign all necessary forms, the | 
enlisted man will return to his quarters. 

5. Comma splice, — This is the result of “splicing” two separate I 

sentences into one by using a comma. The comma splice error is ] 

likely to occur when transitional words like however^ otherwise.^ also., j 

and on the other hand are used. 1 



Wrong: Individual equipment will not be taken, however, each man 
will be equipped with helmet and gas mask. 

Right: Individual equipment will not be taken. Each man, however, 
will be equipped with helmet and gas mask. (Two sentences.) 

G. Pronouns used to refer to sentence, clause, or vague idea. — This 
error occurs most commonly with the pronouns which and that: All 
pronouns must refer to specific nouns or pronouns. 



Wrong: He will supervise order in the barracks, which he must 
perform every night. 
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Right: He will supervise order in the barracks, a duty which he must 
perform every night. 

d. Split in-finitive. Never put an adverb between the infinitive sign 
to and its verb form. 

Wrong: He will make plans to immediately proceed. 

Right: He will make plans to proceed immediately. 

e. Splitting verh phrases unnecessarily. — Avoid splitting verb 
phrases with adverbs. Occasionally this practice improves clarity 
and emphasis. At such times an adverb may be placed between parts 
of a verb phrase. 

To he avoided when u/nneeessary : He will immediately proceed. 
Preferable: He will proceed immediately. 

/. Sentence ending with preposition. — To end a sentence with a 
preposition brands the writer as amateurish. This practice is never 
good. V 

Wrong: The overnight stop will be at Eutaw, which the first batallion 
will go to. 

Right: The overnight stop will be at Eutaw, to which the first battalion 
will go. 

g. Excessively long sentences. — Avoid them. Some writers are 
tempted to string a whole series of sentences together by means of 
andls and bufs and so'^s. Such sentences rarely possess clarity. 

h. Too much paragraphing. — Remember that a paragraph consists 
of several sentences about one topic. Do not make a new paragraph for 
each new sentence. 

i. Faulty agreement of verbs and subjects. — ^Use a singular verb 
with a singular subject and a plural verb with a plural subject. 

(1) Two or more singular subjects joined hy^and requii*e a plural 
verb. 

Right; The officer and an enlisted man were hurt. 

(2) Two or more singular subjects joined by or or nor require a 
singular verb. 

Wrong: Neither the officer nor the enlisted man were hurt. 

Right: Neither the officer nor the enlisted man was hurt. 

(3) Eac\ every neither^ many a sometimes precede singular sub- 
jects. Even when two such subjects are joined by andy the verb must 
be singular. 

Right: Each officer and man in the company was present. 

(4) Joining a noun to a singular subject by with., as well as, together 
with, including does not make the verb plural. 

e 
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Right: The report of a board of officers, as well as supporting docu- 
ments, is inclosed. 

(5) Use there is before a singular subject and there cere before a 
plural subject. 

Wrong: There is too many men for one sitting at the mess. 

Right: There are too many men for one sitting at the mess. 

(6) The verb agrees with the subject, not with the complement 
(predicate noun). 

Right: Six rifle companies were our whole force. 

Faulty agreement of pronouns. — The pronouns each^ each one., 
anyone., anybody, everyone, everybody, someone, either, neither, no one, 
nobody are singular. Possessive pronouns that refer to them must 
be singular. 

Wrong: Everybody must carry their own equipment. 

Right: Everybody must carry his own equipment. 

h. '‘’‘And wJud' and ^'■and whichl'' — Never use these unless the coming 
who or which clause has been preceded by a clause or expression of the 
same grammatical value as itself. ^ 

Wrong: Any man accumulating an account and who refuses to settle 
it will have his record investigated at once. 

Right: Any man who accumulates an account and who refuses to settle 
it will have his record investigated at once. 

1. Excessive use of “so.” — 8o means “it follows that” or “as a conse- 
quence.” Avoid using this word frequently. It is weak and ineffec- 
tive. 



* Section II 

WORD USAGE 

381. Certain words are commonly misused. Here are a few of 
them. 

a. However.— kNox^L the overuse of however. When it is used, 
however, try to tuck it into the sentence rather than begin a sentence 
with however. 

b. Provided. — ^Do not use providing for provided. 

Wrong: He will be released for duty, providing he has completed 
his sentence. 

Right: He will be released for duty, provided he has completed his 
sentence. 
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G. And. — And is an additive conjunction. Use it when you wish 
to add a thought to the past one. Kemember that it joins words, 
phrases, or clauses that are alike in structure. Examples: 

An officer and an enlisted man reported. (Nouns.) 

They were tired and wet. (Adjectives.) 

Accumulating debts and refusing to pay them. (Verbals.) 

Who accumulated debts and who refused to pay them. 
(Relative clauses.) 

d. But. — But is an antithetical conjunction. The conjunction hut 
is usually used in the middle of a sentence and is preceded by a comma. 
Like and it joins words, phrases, or clauses that are similar in 
structure. Examples : 

The men were tired, but cheerful. (Adjectives.) 

The regiment met stiff resistance, but pressed on to its 
objective. (Verbs.) 

e. Etc. — ^Avoid the use of etc. so far as possible. And so forth 
is preferable. Both terms usually indicate weakness or incomplete- 
ness of thought. 

/. Different from,. — Thom, is never correct after different. From 
is the proper preposition to follow different and differently. 



Right: A soldiers’ life is different from a civilian’s. 

Right: A soldier must live differently from the way a civilian may 
live. 

g. Shcdl and will. — (1) To express the simple expectation that 
an event is likely to happen, use shall with the first person (/or We) 
and will with the second and third persons (he, she, it, or they). 

(2) To express determination, desire, or promise on the part of 
the speaker, use will with the first person and shall with the second 
and third persons. 

(3) To express military commands, however, use will with all 
persons. 

Right: I shall pass the news along. (Simple expectation.) 

Right: You shall not stir 1 1 forbid it. (Determination.) 

Right: You will then proceed with your mission. (Military 
command.) 

h. Affect and effect. — Remember that affect is always a verb mean- 
ing “to influence” or “to change.” Effect may be a yerb meaning “to 
bring about,” or it may be a noun meaning “the result.” 



Right: Irregularity of mail service affects Army morale. 

Right: This decisive victory had a salutary effect upon the morale 
of the troops. 
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i. Furthermore. — ^This word means 
and. Do not use the two together. 





approximately the same as 



Wrong: This man failed to return from furlough, and furthermore 
his commanding officer has received no word from him. 
Right: This man failed to return from furlough; furthermore, his 
commanding officer has received no word from him. 

j. Due to. — Never begin a sentence with due to. Due should always 
modify a noun or a nounlike word. It is never a preposition. 
Wrong: Due to inclement weather, overcoats will be worn. 

Right: Because of inclement weather, overcoats will be worn. 

Right: The bad weather was due to a strong east wind. 

h. Don’t and doesn^t. — Remember that don’t is the contraction of 
do not^ while doesnH is the contraction of does not. Use them 
accordingly. 

Wrong: The man don’t remember anything. 

Right: The man doesn’t remember anything. 

1. Than. — A pronoun that follows than must be in the nominative 
case when it is the subject of an understood verb. 

Wrong: The sergeant is more experienced than him. 

Right: The sergeant is more experienced than he (is). 



Section III 



SOME PUNCTUATION RULES 



382. Always avoid excessive punctuation and capitalization. Try 
to construct sentences that will be clear without much punctuation. 
But if you do use punctuation, use it correctly. 

383. Comma. — a. Always use a comma between all members of a 
series when the conjunction appears only before the last member. This 
means that a comma should be placed before the and^ or or nx>r which 
closes a series of words, phrases, or clauses. 

Right: Orders, circulars, and bulletins are published by the War 
Department. (In a series of clauses the semicolon should 
replace the comma when the clauses already contain commas 
used for other purposes.) 

h. Use a comma before and^ hut^ or^ and nor when they join two 
complete clauses. 
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Right: Until further notice is given, neckties are to be worn by all 
military personnel. 

Right: After penetrating the enemy lines for several miles, the detach- 
ment consolidated its position. 

d. Use a comma or commas to set off parenthetical words, phrases, 
or clauses. 

Right: Sergeant Brown, who has returned from his mission, was 
slightly wounded. (Nonrestrictive clause.) 

Right: The company commander. Captain Amos, has returned from 
leave. (Appositive.) 

Right: The enemy, it is reported, is about to attack in force. 
(Parenthetical expression.) 

384. Semicolon. — a. A semicolon may be substituted for a period 
when two sentences are very closely related in thought. 

Right: Issue the order at once; we must not delay longer. 

h. A semicolon should be substituted for a comma when the clauses 
or phrases to be separated already contain commas. 

Right: A decision cannot be made without more data ; but, if you will 
send the additional information, this headquarters will for- 
ward a reply immediately. 

385. Colon. — a. Use a colon after the salutation in nonmilitary cor- 
respondence. 

Right: My dear Senator: 

h. Use a colon to introduce an explanatory list. 

Right: The following are appointed to the board: 

Major Thomas H. Benson, AGD 
Captain James L. Smith, MC 
1st Lieutenant Alfred Brown, Inf 

Section IV 

SPELLING KULES AND WORD LIST 

386. Possessives. — Authorities differ on certain small details of 
spelling possessives ; but, if you follow these simple rules, you cannot 
go wrong. 

a. To all singular nouns (except when they end in s), add ’«.* 
officer’s cap 

Captain Jones’ quarters 
enlisted man’s blouse 

5. To all plural nouns that do not end in «, add ’s.* 
men’s equipment 
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o. To all plural nouns ending in s, add simply an apostrophe : 
officers’ mess 

d. Caution: Use the possessive form only with words that indicate 
persons or live beings. For inanimate objects use the of phrase : 
the contents of your memorandum 
the roof of the barracks 

387, Using hyphen. — a. Avoid excessive compounding of words 
by means of the hyphen. Write compound words solid or in two words 
unless usage demands the hyphen : 

nonmilitary all right 

noncommissioned week end 

oversubscribe chief clerk 

courts martial - adjutant general 

h. The prefix self is usually hyphenated. 

self-control self-confidence 

c. Two or more words used as one adjective are hyphenated if they 

stand before the noun they modify. 

one-way street twenty-one-year-old recruit 

388. Dividing words. — ^Always avoid breaking words at the end 

of a line if possible. If you must divide, foUow these rules,: 

a. At the end of a line a word should be divided only between sylla- 
bles. This is basic. Other rules depend on it. 

h. One-syllable words or words sounded as one syllable cannot be 
divided at the end of line : 

corps . should aimed trapped 

c. One-letter or two-letter syllables should never be carried over or 
left at the end of a line. Do not divide words like- 

army daily fatigue basic 

d. Divide before a single consonant that stands between two vowels. 
(This rule cannot be applied if it does violence to the natural pro- 
nunciation of the word.) 

indi-cated avia-tion liai-son 

EXCEPTION: train-ing 

e. Divide between two consonants if they are sounded separately, 
but not if they form one sound. 

ser-geant prac-tice 

BUT : art-ist ele-phant 
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f. Divide between doubled consonants. (This rule cannot be ap- 
plied if the doubled consonants are part of a word to which an ending 
has been added.) 

chan-nels refer-ring 

EXCEPTIONS : kill-ing miss-ing 

889. Common words often misspelled: 



accountable 

airplane 

allotment 

all right 

ammunition 

appropriate 

artillery 

assignment 

athletics 

barrage 

battalion 

battery 

believe 

benefit 

benefited 

bulletin 

bureaus 

business 

camoufiage 

casualties 

chauffeur 

colonel 

conference 

convenience 

corporal 

current 

defendant 

defensive 

deferred 

* 

dependent 

development 



disciplinary 

dissatisfied 

efficiency 

exceed 

finally 

fortified 

furlough 

hostile 

hygiene 

irrevocable 

judgment 

laboratory 

liaison 

library 

lieutenant 

maintenance 

maneuver 

mobilization 

mutilate 

necessary 

noncombatant 

occurred 

ordnance 

parallel 

parole 

performance 

permanent 

precede 

privilege 

procedure 

proceed 



preference 

preferred 

pursuant 

questionnaire 

recede 

receipt 

receive 

reconnaissance 

relief 

relieve 

rescind 

rescission 

reveille 

secede 

separate 

sergeant 

subsistence 

succeed 

supersede 

surgeon 

tailor 

temporary 

therefore 

topographical 

transferred 

unconscious 

usually 

vehicle 

volunteer 

warrant . 

weight 
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Appendix , 

BLANK FORMS AND GRADE, INSIGNIA, AND PAY TABLES 

BLANK FORMS 

Notes are keyed to the spaces in the form to which they apply. For this purpose 
arabic numerals in parentheses are used. Notes numbered (1), (2), and so forth, 
will apply to spaces on the form that are similarly numbered. 


Form No. 


Title 


Page 


War Department: 






336 


Pay and Allowance Account 


167 


366, 366a, and 366b 


Pay Roll (For Enlisted Men) 


[ 169 

170 


370- 


Final Statement 


1 171 

173 


W. D., A. G. 0.: 

1... 


Company Morning Report 


f 177 
1 178 


2 - 


Headquarters Morning Reports- 


180 


5 


Sick Report 


181 


6.. 


Duty Roster 


182 


15 


Report of Survey 1 


185 


17.. 


Requisition for Blank Forms and Publica- 


187 


20 


tions. 

Soldier’s Qualification Card 


189 


24 


Service Record 


193 


25 


Extract from Service Record.. 


211 


27 


Statement of Accounts 


213 


29 


Authorization for allotment of Pay 


214 


30... 


Notification of Discontinuance of Allotment. 


215 


31 .... 


Furlough 


217 


32. 


Individual Clothing and Equipment Record. 


220 


36 


Statement of Charges 


223 


38 


Report of Physical Examination of Enlisted 


224 


39-. - 


Man Prior to Discharge or Retirement. 
Notification of Discharge - 


227 


40. 


Certificate of Disability for Discharge 


228 


41 


Designation or Change in Address of Ben- 


231 


43 


eficiary. 

Emergency Addressee and Personal Prop- 


233 


44 


erty Card. 

Extract Copy of Morning Report i 


234 


45 


Descriptive List of Absentee Wanted by 


235 


46 


-the United States Army. 

Report of Return of Absentee from the 


237 


49.-- 


United States Army. 

Application for Retirement 


239 


50.. 


Record of Payment of Retired Enlisted 


241 


52 ■ 


Man. 

Report of Death 


242 
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Form No. 


Title 


Page 


W. D., A. G. 0.: 






54.. 


Inventory of Effects 


243 


55 


Honorable Discharge 


245 


56 


Discharge (Blue) 


249 


57. 


Dishonorable Discharge _ 


253 


115 


Charge Sheet 


257 


203 


Notification of Address to Nearest Relative. 


264 


206 


Embarkation Card 


265 


280....... 


Certificate of Service 


267 


303 


Report of Change 


268 


304 A 


'Locator Card _ 


271 


305 A 


Monthly Roster 


273 


309...; 


Initial-Special-Final Roster. 


275 


625 


Application for Dependency Benefits .. 


277 


0337-T. 


Oath of Office (AUS) 


279 


0850 .• 

Standard: 


Personnel Placement Questionnaire. 


281 


1071 


Mileage Voucher 


286 


W. D., F. D.: 


- 




10 


Soldiers’ Deposits.. 


288 


33..... 


Soldier’s Deposit Book 


290 


(no printed form) 


Model Voucher, Unit and Similar Funds 


293 


W. D., I. G. D.: 






1.. 

W. D., 0. M. C.: 


Inventory and Inspection Report 


295 


CO 

1 

1 


Index Sheet 


298 


352 


Consolidated Index Sheet 


299 


353 


List of Papers 


301 


355 


Out-Charge Sheet 


303 


357 


Incorrect Classification Sheet 


305 


357 (new) 


Reclassification Sheet . 


307 


400. 


Requisition ^ 


309 


401 


Requisition (extra sheet) 


309 


•409 


Requisition and Receipt for Clothing in 
Bulk. 


311 


460. 


Ration Return 


313 


487 


Memorandum Receipt 


314 
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1. Fay and Allowance Account (War Department Form No. 336). 

Reference : AR 35-1360, TM 12-250. 

When used : Monthly or when needed for partial payments and for uniform 

allowance. 

# » 

No. of copies: Original and- two copies. 

Distribution: Original and one copy to disbursing officer. One copy retained 

in officer’s subsection of the unit personnel section. 

(1) Name, grade, organization, and serial number. 

(2) Name of station. 

(3) Name and address of lawful wife or dependent children, if any. 

(4) Name and address of dependent mother, if any. 

(5) Data for longevity pay. 

(6) , (7), (8), (9)j (10) Self-explanatory. 

(11), (12), (13), (14) Self-explanatory. 

(15) Amount of leave; when departed; number of paragraph and of order au- 

thorizing leave ; extension authority, if any ; date returned. 

(16) Place to where check is to be sent and signature of officer applying for pay. 

(17) Date of voucher and signature on certificate of inadequacy of quarters by 

commanding officer or delegated authority. In this case a certificate of 
inadequacy of quarters to November 28, certified by the officer claiming 
pay, must be attached to this voucher. 



Digitized by Google 



166 



, Original from 

UNIVERSITY OF CALIFORNIA 

r 




THE ARMY CLERK 



App. — 1 



WAR DERARTMENT 
Form No. <88«— Rvrlnd 
Fonn »|i|iror«d by Cofaptrolhr (Nimtl, XJ. IL 

" 1910 



a o. 



APPROPRIATIONS: 

— Pat or the Army, 19 



WAR DEPARTMENT 

PAY AND ALLOWANCE ACCOUNT 

(CommtaiiMMd OOban, Amy NnrM, WarriDt Offloen, Cootnet Siuiwmm) 






(B«tal No.) 




<2) 

On duty at preaept station per Par. ...21... S. O. No. ..1.0?. » Hdqrs. .?4..SRCy..CQiDd.., ....llQ.Y..lil 10.42. 

_^_DgpartgdjroroL^?^^^^gy^^ R eportedfwdutyatjt^^D^^ 

DEPEl^DENTS* 

(3) Lawful wife ,....EUi^i.?Abeth..L©e..WQft<iringA..82..tfa«bJU)gjtfinL.S(a3»rR..M^^ or 

(euto bar Cbristkii or firaa namo In full a&d liaabaBd*a niniama and bar addraaa aaoh montb) 

Uzunarricd children under 21 years of age 



(Btato namaa, ana and addraana aacb montb. ErldenoB of dapaodaocy attacfaod bartto or 8M wltb roocbar No. — 

Depc (SuUbarC^iatjajiorfivmiianMtaioLU^inabnn^^^ 

During the current period for which allowances are claimed on account of my dependent mother I have contributed to her 

support the sum of I , in cash or its equivalent, without any consideration in return, which contributioa 

Is her chief support, and each and every statement set forth in her affidavit dated 10 

(attached hereto), filed with voucher for the month of 19 , is true and correct, and so 

remains at this time, except 



^,^^____^________________^___jfguiaWjy_cbgnggoeamijgg_U>U^^ doU of loot oflidoTlt^ 

IP.-., yeai period; ~...J.Q... years 

CREDITS: _ 

(8) For base and longevity pay from....N9V#nib.9.rJL 19.42., to ...Mfl.TSIBbRr..3<l... 1942.- I- 

(7) For additional pay for from , 19 , to 19 

(8) For pay for mount, from 19 to 19. 

of which I was the actual and exclusive owner, which (was or were) suitable for the military service, and 
maintained at 

(9) For subalstenoe ailowance from jL , 19i42., to....lLOLVjamhar..^ 1042 

(10) For rental aUowanee from Nov^er .....1. 19.42., to ...JiCa«fflfe«r..JlQ 1«42- 

during which jperiod I waa not assigned adequate quarters at my permanent station; if without dependents. 

I was not on field or sea duty; if with dependents, 1 did not occupy with them any public quarters assigned 
to me without charge at any station, nor did any of them occupy public quarters assigned to them or to any 



other officer or his dependents, exoept for bona fide social visita. 

Total C?bepits. $. 



DBRIT8: 

(11) f!lMs **iy* Qov*mm<mt lnsiiT».n«Mt THwnlnm 


aMoOnt " 


8 1. 




0?> nase 'T5'* AUntm*nt 


6 


(13) ClaM «*N»' Kai{<^nal Sarvlaa Utm TnanmAM 


(14) Dua 17n(t«rf fltatM fnr ... , , , , . _ 









1942.. 

amoun t 

I 

I. 



Total Dbeits 

Net Balance. | S. 



1®42.., under Par 8. 0. No. ...X98.. 

Hdqrs. ..MU.Y..1 ,w42.;f “ 



; Returned 



L: extended by Par. , B. O. No Hdqra. . 

.H0Y«Pb9r..lQ - 1942.. 



(16) I certify that the foregoing statement and aeoount are true and correct: that payment therefor has not beeh 

payment to me as sUted on the within, pay voucher is not prohibited by any j ’ ’ ' ’ " - • ■ 



Jl!W_lKdL.-ll...X.. , 



[tyof the 



Date . 



(8K3N 

obkhnal 

ONLY) 




Name 

^IN C. V700DRINO, 

Rank C:aptjdn^.aQ(>th .InfAnt: 



(17) I certify that during the period for which rental allowance is claimed on this voucher 
quarters at his permanent station. 



Date ..NfiYffflbRg..3Q.. 






19.42 rwnn 



(■ON OHIOINAL ONLY. ON Name . „ ^ 

MmORANDCM, TTTg OR JUnk 

NAUR AND RAWR) (?apt// AGD. Asst» AdJ . 




<18) Paid by 



rCheek(s) No.(s) . 



, dated . 



Cash, $... 



-,on . 



19... 

,19.. 



., for 8 

matt 

ORIGINAL 
ONLY) 

Payee ... 



bn 'I'reasurer of the United 
States in favor of payee named 
above. 
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2. Pay Roll (for enlisted men) (War Department Porms Nos. 366, 366a, 
and 366b (revised). 

Reference: AR 34^155, January 15, 1943, and Chapter 5, TM 12-250. 

When used: When troops are to be paid monthly; when one or more enlisted 

men who were not paid on the regular monthly pay roll, are to 
be paid during the following month ; when one or more enlisted 
men are to be paid a partial payment ; when an enlisted man 
who is hospitalized in a nonpay status, is to be paid personal 
expense money ; when one or more enlisted men are to be paid 
casual payments when separated from their organizations. 

No. of copies: Regular monthly pay roll — in quadruplicate; all others — in 
triplicate. ’ 

Distribution: Original and duplicate to disbursing officer; triplicate to or- 

ganization file; quadruplicate, in case of monthly pay roll, to 
The Adjutant (Jeneral after appropriate entries have been 
made to reflect all changes up to and including the last day of 
the month. 

Note. — ^A pay roll clerk should not attempt to prepare even the most simple 
form of pay roll without first becoming thoroughly familiar with the provisions 
of AR 345-155, January 15, 1943. 

(1) Enter designation of organization. 

(2) Enter station of organization. 

(3) Enter the principal arm or arms of the organization, that is, “Rifle,” “Ma- 

chine Gun,” etc. 

(4) The month for which payment is to be received will be entered in this space. 

(5) On this line will be entered the station and date at the time of signing of the 

first certificate by the personnel officer. Be sure that the date entered 
here is not earlier than the last day for which payment is to be received 
on the pay roll. 

(6) Enter the last day for which the enlisted men named in the pay roll were 

paid and the name and grade of the disbursing officer who made the 
payment. 

(7) Signature and typed name and grade of the personnel officer. 

(8) This certificate is filled in and signed only on the original by the officer 

who witnesses the payment. 

(9) The last certificate is filled in and signed only on the duplicate and triplicate 

copies by the officer who witnesses the payment. 

(10) Enter date of enlistment, induction, or call to active duty. 

(11) Enter total number of completed years service. 

(12) In connection with this column, too much cannot be said of the importance 

of continually referring to AR 345-155 and TM 12-260. Here will be en- 
tered the names, present and absent, by grade and component, together 
with all data affecting the pay of the enlisted man. 

(13) Army serial number of each enlisted man. 

(14) Enter here in the appropriate column all allotments with the month and 

year in which deducted. 

(15) Class A pay reservations for war bonds and collections for Government 

laundry are entered in this column. 

(16) No entries will be made in this column by the unit personnel section. 

(17) Each enlisted man to be paid will sign the pay roll on the appropriate line 

prior to submission to the disbursing officer. 

(18) These spaces are for the use of the disbursing office. 
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o. War Department Form No. 366. 
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6. War Department Form No. S66a. 





1 




BlBULNaw 


. ALLOTMENTS 


ooLLBormis 


Of 0< «Bdy whsi* 

ditHBlDBiloB of dtpoodimv to Botod 

M "AttocUtf* or **Mid Vilk VooBbor 
Sow •"> 


Mfloth 

SSS& 




‘t- 




ClMS 

w 


OImA. 

■»sr 


Ooi0|H»» 

iMnSfr 


1 


L 


Reopuh Aiag 


















2 


■ 




















8Fefc UA 


B 


Pro Jack. Emil 


my 




2 




■ 




HH 




4 of qrs 


for 


Due sol monetary alvis 
dep wife Mary U. Projack 




91 




■ 


■ 








St. Uoo 
$ J50.00 


res 

5er 


town, NJ, Sept 1 to >0/42 
mo f r Sept .1/42. Cl A Pa 




t 
















5.7 


^ per mo fr Sept 1/42* 




■ 








m 






7 














■■ 


B 






3 Aug 30U 


6 


Gaines, Charles L» 


















Mill 


.sc< 






m 
















TH 
0 \ 


lauciion ror support or a< 
e mailed to Sarah K* Oaii 


>P ;45.Wj 
les, 117 


















m 




















12 




CORPORAL • 


















IS Aug 3/^ 


L 


GUfoylev Martin 


7719945 i 


ieot/4 


1 3.45 






22.00 








1 




wn:a.!'tJ 
















K|Q[ 


i 




















14 




iiiiiiiii^ffisiHiiiiiiii^ 


" 


m 












a 




■ 


Hainrlafinj ThomAft H. 
















a 




1 


Sk AR 35~W> Sept 3 i 
















■ 


Wjan$i't2 




nryd/mi .Tohn P. 


















•180 




Due US part pmt $8*00 


sept/42 
















21 




LOSSES 




■ 


















lllliRffiR^HIIIIIIIIIII^^ 




B 
















H 






















■ 


Died Sept 17/12 


















25 . 












































27 
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3. Final Statement (War Department Form No. 370). — a. Front, 

( 1 ) Last name and first name of enlisted man. 

(2) Grade, company, and regiment of enlisted man. 

(3) Dates of deposits. 

(4) Exact amount of deposit on each date. 

(5) Total of (4) brought forward. 

(6) All blank lines to be lined out. Personnel ofl3cer initials both original and 

duplicate copies of “List of Deposits.” 

(7) Total of (4). 

(8) Total of (5). 
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b. Reverse. 



Reference : AR 346-475. 

When used : On separation of enlisted man from service. 



No. of copies : Normally in duplicate ; in case of death, in triplicate. 



Pistribution : To disbursing ofllce. Original eventually to General Accounting 
Office, Washington, D. O. 



(1) Name of enlisted man. 

(2) Army serial number must be given. 

(3) Grade must be stated. 

(4) Organization must be stated. 

(5) Place of acceptance as distinguished from place of enlistment. 

(6> Date of present eplistment. 

(7) Discharged, retired, or died — insert proper word. 

(8) At — ^place of discharge. 

(9) On— date of discharge. 

(10) State reason and authority for discharge or retirement. If" it is death, 

no reason is given and final statement is made out in triplicate. 

(11) Number of years of service for purposes of longevity pay. 

(12) At date of — discharge, retirement, or death. Insert proper word. 

(13) Insert “accrued pay and allowances.” 

(14) In the space for additional pay, notation will be made of the pay due enlisted 

man for distinguished service awards, fiying pay, etc. 

(15) Clothing allowance has been discontinued for the duration of the war. 

(16) Deposits as per itemized list on outer fold. All money amounts on a 

final statement to be written in words and figures. Deposit book is to be 
presented to disbursing officer with final statement, or in case of loss, 
an affidavit as to its loss showing the fact that it has not been sold or 
assigned. In case of desertion, deposits will be shown in remarks as 
forfeit. Interest on deposits is figured by disbursing officer. 

(17) Pay detained by courts martial to be paid at discharge. See instruction 14 

on outer fold of final statement. 

(18) Any other items, including allowances in lieu of quarters, for which War 

Department Form No. 337 must be attached hereto as a sopx>orting 
voucher. On this line show inclusive dates of allowances. 

(19) Give date, name, and grade of disbursing officer. 

(20) Exchange, jiost laundry, company fund, forfeiture of pay, etc. See in- 

structions 7 and 13 on outer fold of final statement. Credit at ex- 
changes, commissaries, and so forth not permitted after November 1, 
1942. Such items will not appear after that date. See Circulars Nos. 
309, 328, 336, and 366, War Department, 1942. 

(21) (No) Time lost under AW 107 — state whether or not time was lost under 

AW 107. Enlisted man entitled (not enltitled) to travel pay — state 
whether or not enlisted man is entitled to travel pay. If discharge 
is remote from railroad, distance to such will be stated in final state- 
ment under remarks. See instructions 10 and 13 on outer fold of finni 
statement. 

(^) Certificate required by paragraph 2i, AR 35-4040. 

(23) Name, grade, and organization of unit personnel officer, to be filled in for 
his signature. Bigm original only. 
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4. Company Momingr Report (W. D., A. O. O. Form No. 1)< 

Reference : AR 345-400. 

When used: Daily. 

No. of copies : Each page in triplicate. 

Distribution: Duplicate (yellow) retained in organization files; original 
(white) to unit personnel section and in turn to the Machine 
Records Unit or Statistical Control Unit with reports of change ; 
the triplicate (green) will also be forwarded to the unit person- 
nel section, where it will be filed, except Army Air Forces organ- 
izations (Air Corps and Arms and Services on duty with the 
Army Air Forces), on the day following the morning report 
day and by an hour designated by the Base or Station Com- 
mander, will forward the third copy (green) to the Base or 
Station Commander. The Base or Station Commander will 
immediately assemble and foi'ward these copies for all units 
under his jurisdiction to : Commanding General, Army Air 
Forces, Assistant Chief of Air Staff, Personnel, Military Per- 
sonnel Division, Officers Branch, Records Section, Wash- 
ington, D. C. 

a. The Company Morning Report is a single-page form, in triplicate. The prin- 
cipal feature is the remarks section. In this section, the serial number, name, 
grade, and arm or service, of individuals when different from organization will 
be shown in the order indicated by the heading and vertical ruling. If two or 
more individuals are affected by the same change requiring a single remark, 
the name of the individuals, together with other identifying matter, will be 
listed for each on consecutive lines. The remark affecting the individuals wUl 
be written briefly and concisely on the next line following the last name of the 
individual or group of individuals affected by the remark. Abbreviations as 
authorized by AR 850-150 will be used. No date is entered with the remark 
unless the change occurred prior to the date for which the report is being 
submitted. If the individual is not on a duty status at the time of change, 
his status will be indicated in parentheses in the space with and following the 
name. Group remarks may be used by indicating the number of individuals 
affected by a particular remark and attaching an authenticated list or a copy 
of a special order causing the change. The column at the extreme right is reserved 
for the use of the Machine Records Unit or Statistical Control Unit. Record of 
Events entries are placed below the remarks on the appropriate day. 

h. The heading of the form is filled in as shown, the printed matter making it 
clear tljat a morning report day starts at midnight. The strength section at the 
bottom contains only basic strength Information, in the belief that the primary 
concern of an organization commander is the number of effectives in his organiza- 
tion on a given day. The complicated personnel accounting will he accomplished 
by the unit personnel section. 

c. The ration section is self-explanatory when the organization is on field ra- 
tions. The three sections will be completed by filling in the information required 
by the headings. The reader should consult AR 346-400 (revised) for informa- 
tion on the manner of computing garrison rations. 

d. The new morning report form is in triplicate. One set — original, duplicate, 
and triplicate — are made for each day. Sufficient sets for a month are furnished 
at one time, bound together in a binder. Each set should be removed when the 
typewriter is used and remarks entered as they occur — ^while they are still fresh 

are entered in i)encil the forms needj not be removed 
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Company Morning Report (W. D., A. G. O. Form No. 1) 

COMPANY 

MORNING REPORT 7 Jan ^ 

(DAY) (MONTH) (YfAt) 



<TATtn ti Goor^o M&ryX&xiA 

ORGANIZATION A ^75^^ 

(ca DET. ETC.) ■ (PARENT UNIT) (ARM OR SERVICE) 



SERIAL NUMBER 


NAME 


GRADE 


CODE 


0-1-56*541 


Smith. Clarke B. 


1 Capt 




Aflgd A -Id aasumed CQBd 


34895306 


Williams 


1 Pfc 1 




297^6520 


Johnston 


>fc 




6697S400 


Clark 


1 pfc 1 




Aboye 3 men promoted Cpl 


73234136 


Dawson | 


1 PTt 




AVOL to dee atchd fr 14th Inf Convicted 


of dea 


J an* 7 1 




34678593 


Smith, John J* | 


Pfc 1 




Aeed & .Id fr 15th Inf 




• 


15 IN atchd for rations only 


] 




6 civilian fiovH employees messed 







toCoBD OP Events' 






Jan. 7 Ft. George 0. Meade. Md. Left Jt. Blank 



Q730 Alrrlved It. George Q. Meadje 1445 



Distance inarched 12 nllee 



OFFICER 

STRENGTH 


FLD 0 ft CAPT 1 


1 1ST LT 1 


1 20 LT 1 


*0 1 


FLTO 


PRES 


ARS'T 


1 PRES 


ARS'T 


1 PRES 


ARST 


PRES 


ARST 


PRES 


ARST 


ASSIGNED 

XtTached 

UNASSIGNED 


1 




2 


1 


3 


1 


















1 












'ATTACliEb FR 
OTHER ORGN 














1 








TOTAL 


1 




1 2 


1 


IT 


1 


1 








AVN CADET 
ft ENLISTED 
STRENGTH 


1 AVIATION CADETS 


1 ENLISTED MEN 


PRESENT • 


ARSENT 


PRESENT 
FOR DUTY 


PRESENT 
NOT FOR DY 


ARSENT 


PRESENT 
AND ARSENT 


ASSIGNED 






171 




10 


195 


Attained , 

UNASSIGNED ' 






3 






3 


ATTACHED Fr , 
OTHER ORGN ' 






9 


\ 


1 


10 


TOTAL 






ny 


n 


14 


11 


208 



ESTIMATED NUMBER OF 
RATIONS REQUIRED FOR 



Sunday 



DAY OF WEEK 

DATE Jan* 10 



MUMRER I 

I 222 



MESS ATTENDANCE FOR DAY OF THIS REPORT 
BREAKFAST 206 DINNER 204 SUPPER 208 



618 1 3 z06 



111 



MEN AUTHORIZED TO T 

MESS SEPARATELY_L- 
MEN ATCKD TO OTHER y 

ORGN FOR WATiQMfi ___ I ^ 

PR*;;?NY fWi .pss jjL 



MEN ATCHD FOR RATIONS. 

O ft OTHERS 






.186 



20 



20o 






PAGE-. 



-OF_ 



-PAGES 



CERTVT TMT TNIt MORNINS REPORT IS CORRECT MO THAT 
neORES M PART II REFRCSENT AN ACTUAL COUNT AS REPORTEO 



RATION f I 

TO HE: I J 



W.DU AB.O. FORM NO. 1 (NAME) (ORAOE) 

MARCH a, WN 4iW0 COPY THRU MRU OR SCU 

COMPANY HEADQUARTERS COPY 



UPS COPY 



(ARM OR SERVICE) 



-An example of garrison rations 
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Company Morning Report (W. D., A. G. O. Form No. 1) 

COMPANY 
MORNING REPORT 




(mt) 



CT.T./. M Ft, George 6. Meade. Maryland 

OPCANI7ATIOM A 175 th Regt. 



Inf, 



(CO. DET. ETC.) 



(PARENT UNIT) 



(ARM OR SERVICE) 



SERIAL NUMBER { 


NAME 


GRADE 


CODE 


0-136541 


Smith. Clarke R. 


Capt 




Asfird & 


Jd assumed comd 




34895306 i 


Vf ill lams 1 


Pfc 


29736520 


Johnston 


Pfc 


66978400 


Clark 


Pfc 1 


Above 


men nromoted Cnl 




73234136 


Dawson 


I Pvt 1 



AWOL to (ies atchd fr l4th Inf Convicted 
of des| Jan, 7 



•^4678^91 I Smith. John J. 



Pfc 



Aflgd & 1d fr 18th Inf 



15 B4 latchd for rations only I 



R civilian gov*t employees messed 



T. 



RBCORD or EVENTS 






JflBt 



Meade^ Md. Left Ft. Blank 



■7. ?1 ?»-,QeP E 6. » Ot „ . j - . 

0730 jllrrived Ft. George G. Mea4e 1445 



Distance marched 12 miles 



OFFICER 


FLDOaCAPT 1 


1 ISILI 1 


1 2D LT 1 


1 *0 1 


1 FLTO 


STRENGTH 


PRES 


ABST 


PRES 


ABST 


PRES 


ABST 


PRES 


ABSr 


PRES 


ABST 


ASSIGNED 


1 




2 


1 


3 


1 










ATTACHED 

UNASSIGNEO 










1 












ATTACHED FR 
OTHER ORGN- 






















TOTAL 


1 




2 


1 


~1T 


1 











III 



a ENLISTED , 
STRENGTH i 


PRESENT 


ABSENT 


PRESENT 
FOR DUTY 


PRESENT 
NOT FOR DY 


ABSENT 


PRESENT 
AND ABSENT 


ASSIGNED 

ATTACHED 
UNASSIGNED 
ATTACHED FR 
other ORGN 

TOTAL 






171 


14 


10 


195 






3 






3 






9 




1 


10 
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11 


208 



ESTIMATED NUMBER OF 
RATIONS REQUIRED FOR 



DAY OF WEEK.. 
DATE 



Stinday 



Jan* 10 



, NUMBER , 
' 2221 



BREAKFAST 



206 



DINNER 



204 



SUPPER 



208 



MEN AUTHORIZED TO 

MESS SEPARATELY- 
MEN ATCHD TO OTHER 

ORGN FOR RATIONS. 

FW1 »« ] 



TOTAL 



MEM ATCHD FOR RATIONS-i5— 
O & OTHERS C 
MESSED 2_ 

PLUS-?P_ 



i£ 



AVERAGE 

“EDS' 



NET 



w 



206 






U” 



PAGE. 



_OF_ 



-PAGES 



. CtRTlPT TMAT THIS MORNING ttPO RT IS CORRECT I 

ixjuopuumuuuur 



o 



WJL. AG.O. FORM NO. I 



(NAME) (GRADE) 

WD COPY THRU MRU OR SCU 



(ARM OR SERVICE) 



COMPANY HEADQUARTERS COPY 
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until the report Is completed and ready for authentication. After each form is 
authenticated the original and triplicate copies are removed and forwarded to 
the Personnel Section, the duplicate is then attached to the top porticm of the 
binder. Holes are punched at the bottom of the Morning Report sheet for this 
purpose. 

5. Headquarters Morning Report (W. D., A. G. O. Form No. 2). 

(See form page 179) 

Reference : AR 345-400, Revised. 

When used : Daily. 

No. of copies : Triplicate. 

Distribution : Duplicate will be retained in the permanent files of the head- 
quarters in which prepared. Original will be sent daily to the 
machine records unit serving the headquarters, together with 
the forms 303 prepared therefrom. Triplicate is sent to the Unit 
Personnel Section. 

a. The Headquarters Morning Report is a single-page form in triplicate. ' 
It is prepared in much the same mannersas the company morning report, under the 
direction of the adjutant general or adjutant of the headquarters concerned. The 
headquarters morning report is used to account for all assigned or attached 
oflBcers, Army nurses, fiight oflBcers, contract surgeons, warrant ofBcers, enlisted 
men, and officers and enrolled members of the Women’s Army Auxiliary Corps, 
who do not belon|t or are not attached to a company or detachment using a com- 
pany morning report. The morning report of a regimental headquarters nor- 
mally will account for only the commanding officer and his staff. 

b. Remarks will be made for the purpose of reporting changes in status of 
individuals and for reporting assighments to the headquarters. Full identifying 
data of the individual will be recorded in reporting initial assignments. 

c. In the columns and on the lines printed on the form will be entered the 
statistical data called for by the printed headings of the strength section. 
Strength is computed in the manner prescribed for computing the strength on 
the company morning report. 

<i. Record of events entries will be made as prescribed for the company morn- 
ing report 
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Headquarters Morning Report (W. D., A. G. O. Form No. 



HEADQUARTERS 

MORNING REPORT ^21! *° 7 Ja 

(DAY) (M01 

cTATmAi Pbe George Ctm Meade ^ Maryland 
ORGANIZATION Re g g Hq# 175th 




(KUDOU«»Tt») 



SERIAL NUMBER 



Brown. Jdin F. 



Inf. 

(ARM OR SERVICE) 

I GRADE CODE 

1st Ltl 



Above i officers atchd f!r 63rd 



OFFICERS PRESENT AWP ABSENT 

6EN0 I COL LTCOL MAJOR CAPT ISTLT 2D LT SURt6tAL 

I 1 ~~1~ 2 2 3 9 



ATTACHED 
UN AS SIGN ED 
ATTACHED FR 
OTHER CRGN 



ATTACHED 

UNASSIGNED 




OFFICERS PRESENT AND ABSENT-CONTINUED 

WO I FLT 0 I C SUJtO I ANC | WAAC I H D I PTA I 




STRENGTH ENLISTED PERSONNEL I AVN CADETS 

MCS I ms WOT I I PIES A I I ..... 



OFFICER PERSONNEL 



ATTACHED 
UNASSIG NED 
ATTACHED FR 
OTHER ORGN 



I CERTIFY THAT THIS MORNING 
REPORT IS CORRECT: 



SIGNATURE 

W.Dl.A.6.0 FORM no. 2 
MAKN If. na 



(6RADC) 

WD COPY THRU MRU OR $CU 
HEADQUARTERS COPY 
UPS COPY 



(ARM OR SCRVtCt) 
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6. Daily Sick Report (W. D., A. G. O. Form No. 5). 

Reference : AR 345-415. 

When used : Daily, as men are in need of medical attention. 

No. of copies : Original only. 

Distribution: Retained in company for 8 years and reported to The Adjutant 
General for disposition. 



Medical oflacer fills “In line of duty’’ column 
and gives disposition of man ; signs his 
name under last entry in space marked 
“Medical officer’s report.” 



If surgeon and commanding officer agree as 
to line of duty, decision is final unless ap- 
pealed. 

Company commander may fill in line of duty 
column with “yes,” “no,” “?.” 



Date illness or injury occurred. 



Grade of person entered on sick book. 



Check serial number to assure correctness. 



Last name, first name, and middle initial. 
Company commander signs name under last 
entry of each day, making sure to sign in 
line left blank for his signature. 



Date on which individuals report sick. Unit 
personnel officer’s initials must appear in 
this column on a line with the first and 
the last NLD entries. 
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Duty Boster (W. D.« A. O, 0. Form No. 6). 



Reference: AR 346-25. 

When used : Begun upon activation of unit ; new roster started 1st day of each 

month ; daily record of company duties j)erformed ; and kept 
in company headquarters. 

No. of copies : Original used only. 

Distribution : No distribution ; retained in company 1 year and destroyed. 




(1) These three columns will be used for 
additional duties not listed. 



(2) Date particular duty is performed; if 
same duty performed again during 
same month, draw line through last 
date and enter new date. 



(3) Name and any rating that might exempt 
from duties called for by roster. Men 
listed alphabetically within each grade. 



(4) Grade of each man listed on roster. 

(5) Numerical sequence of men in each grade ; 

these same numerals placed in column 
at extreme right as guide for making 
entries in guard cplunm. 



Source records : Initial roster secured by 
company derk from unit personnel officer. 
W.D., A.Q.O. Form No. 1 (Morning Re- 
port), extracts for changes that affect duty 
rost^. 
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8. Duty Roster (W. D., A, Q. 0. Form No. 6) (guard roster). 

Reference : AR 345-25. 

When used: Kept with the other duties of duty roster and at same time. 

No. of copies : Original used only. 



Distribution : No distribution ; retained in company 1 year and disi)osed of. 




(1) Same numerals as column at extreme 

left of facing page, listing men nu- 
merically in each grade. 

(2) Sequence of numbers shows number of 

days elapsed since man was on guard. 

(3) Abbreviations authorized for use in guard 

roster 

A — Absent without leave 
Ar — Arrest in quarters 
C — In confinement 
DS — On detached service 
P — Furlough 
P — Pass 
Ret — Recruit 
SD — On special duty 
Sk —Sick 

/ ED — Used to show men exempt 
from guard duty because of nature of 
regular duties. 

(4) Men not available because of unauthor- 

ized absence, confinement, arrest, sick 
not in line duty, or on pass, will be 
carried as if present. Sequence of 
numbers placed in proper square with 
abbreviation showing unauthorized , 
absence. 

(5) Guard roster numerals begin with 1 on 

the day after joining, if soldier is 
qualified for such duty. In case of 
recruits number one is entered whep 
enlisted man finishes recruit training. 

Source records : Extracts from Morning Re- 
port (W.D., A.G.O. Form No. 1) that affect 
guard roster. 
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9. Beport of survey CW. D., A. Q-. 0. Form No. 15). 

Reference ; AR 35-6640, June 13, 1942, and TM 12-250. 

When used : To relieve the responsible and accountable officers from responsi- 

bility and accountability, by establishing the responsibility for 
the loss of property. 

No. of copies : Three. 

Distribution : See paragraph 11, AR 85-6640. 

а. The report of survey is a simple, self-explanatory form. It must be accom- 
plished with care and according to existing regulations. The report is accom- 
plished from information furnished by the company commander. The prices of 
the articles lost or destroyed may be fou^^d in AB 30-3000. If the prices are not 
listed' in those regulations, they will be found in the supply catalog of the arm or 
service to which the proj)erty belongs. 

б. In preparing the report of survey, care ^ould be taken to record all items 
accurately. Instructions on the reverse side of the form will explain any questi<m 
that you may need to ask. 

c. Inclosurea. — Often the space “Date and circumstances” (note No. 5) may 
not contain enough room for you to tell in detail just what happened to the 
property listed. In this case you will add to the report of survey, “EJxhibits,” 
or statements of members of the company who know just how and why the prop- 
erty is no longer serviceable, These “Exhibits,” if made by an enlisted man, 
must be sworn to before an officer qualified to administer oaths. If an officer 
makes the statement, it must be made in the form of a certificate. 

d. Check list to avoid common error*.— Be sore that — 

(1) The date is correct, and the date on the oath is the same as the date on 
the top of the form. If practicable. 

(2) The report contains only one kind of property. 

(3) The total cost of all the items is initialed by the responsible officer. 

(4) The information under “Date and circumstances” agrees with that given 
in your inclosores. See note 6 on the form. 

(5) The stock numbers are correct, and the names are corrc^ly spelled. 

(6) There are no parts of the face omitted and they are all accomplished 
correctly. 

(7) The exhibits are sworn to, and there are enough copies of them. 

(8) 'When you have finished, you check every entry again to see that there are 
no errors either of commission or omission. 
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fiEPORT OF SURVEY 



Quarli en aagtar Ptoperty Quart e rmaste r^ Fort Benjanln Barrlgon# lad# 

TohMof pnpi^ la t dkrt.' ite!)** <9tooknoard aOTa^aod tutk^ 



AocounteUe officer S,JLt. PrgwmMA. Deto -jfiffi* 




The articles of quartermaster property listed above mere damaged or destroyed during a 
fire that started when the tent housing then mas bloim over by ^ etora that blew the 
tent against a stove» plabed in the tent for heating purposes, and ig^ted the artioles 
listed above* See exhibits **A** to "It** inolusive attached hereto* 




Digitized by 



Google 



185 



Original from 

UNIVERSITY OF CALIFORNIA 














App. — 10 



THE ARMY CLERK 



10. Requisition for blank forms and publications (W. D., A. G. O. Perm 
Ho. 17). 

Reference : AR 310-200. 

When used : To requisition blank forms and publications. 

No. of copies : Triplicate. 

Distribution : Original and duplicate to distributing agency. Triplicate to file. 

Note. — ^Blank forms should be stored in a cabinet provided for that purpose, and 
a perpetual inventory kept of the amounts on hand, tipon deciding that a 
replenishment of forms is necessary, request for needed forms or publications is 
submitted on the form illustrated. The distributing agency of your particular 
unit will be announced from time to time. 

(1) Unit from which requisition is submitted. 

(2) Distributing agency. 

(3) Unit or place at which blank forms or publications are to be used. 

(4) Signature of adjutant or commander. 

(5) Quote number of Army Regulation, Field Manual, Technical Regulation, 

Technical Manual, or form. 

(fi) Title of blank form or publication required. 

(7) Enter total number of this form used during last 6 months. 

(8) Enter quantity of this form on hand. 

(9) Enter quantity of this form required. 

(10) This column for use of distributing agency. 

Source record : Prepared from record of perpetual inventory of blank forms. 
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TO BE FOMWAMU^D iN DUFUCATB 

UQUISmON FOR BLANK FORMS AND PUBUCATION8 
(8c« AB 810-MO) 

' Jonuyy 7 

Headquartere 94th Infan try Division^ Fort Dix, Hmr Jertoy (l) 

Conroanding Gene ral ^ 6th Service Conmandj Chicago ^ Illinoif (2) 



Raquintion (• hereby mede for the bUok forme and publieetiooe spedfied below end leqnirtd for tue el - - 

■■■■94th.lBfaatCT_BlTiai.on^.. Dtx., M» w J »r»wr (Z ) 
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11. Soldier’s Qualification Card W. D., A. Q. O. Form No. 20. — a. Front. 

Reference: AR 615-25, 615-26, 615-28, Interviewer’s Handbook, Dictionary of 

Occupational Titles, 

When used: Initiated at the reception center. Follows the enlisted man 
throughout his military career. The Form No. 20’s are filed al- 
phabetically by companies and kept in the regimental unit per- 
sonnel office. 

No. of copies: Original. 

Distribution ; Extracts from the Form No. 20 containing pertinent information 
• are sent down to the respective comimnies in the form of an 
informational roster every month. 

(1) Block capital letters should be used in printing or typing the name. Ex- 

ample: COOPER, FRANK ALBERT. 

In recording the man’s height and weight, use only arable numerals, do not 
repeat “ft,” “ins.,” or “lbs.” Correct entry 5 9 — ^165. 

Under race print “W” for men of white American and European stocks. 
All other entries will be printed in full. Example : “NEGRO” — 
“CHINESE”— “JAPANESE”— “HINDU,” etc. 

(2) Enter the city and state; place a dash in “How long in U. S.” if the enlisted 

man has lived in the continental United States all his life. 

(3) Print the month, day, and year. Example : May 22, 1914. 

(4) Place a check mark in the appropriate box. 

(5) Under marital status,- use “S” “M” “D” “W” for single, married, divorced, 

or widowed. If a man is separated from his wife but not divorced, the 
entry will be made thus, “M (separated).” 

Using a digit, record the number of persons who are wholly or partially 
dependent upon the enlisted man. A wife is always considered a 
dependent. 

(6) Enter the city and state. 

(7) Enter the city and state. 

(8) Enter the' year in which the last formal full-time schooling was completed. 

Appropriate check marks will be made in the box under non-English and 
also after illiterate, as the case may be. 

Under “Name and location of institutions attended,” enter only the location 
for grammar school and for high school. Give the name of any technical 
high school or military school. For college or university, enter only the 
name of the institution, unless it is' so little known as to require also the 
location in order to identify it. 

Technical colleges : List only institutions that offer a i-year course in techni- 
cal fields such as electrical engineering, airplane engineering, etc., leading 
to a bachelor’s degree. Training at a trade, night, or business college, 
will be entered under “Trade, night, or business school*’ Postgraduate 
entries are made only for men who have completed college work additional 
to a regular 4-year course at a college, university, or technical college. 

Under “Major subject or specialization” make no entries concerning gram- 
mar school education. With respect to high school education 96 percent 
of the cases will be adequately covered by one or another of these four 
entries: academic, vocational, commercial, agricultural. Particular en- 
tries should be made for those men who have had special training (such 
as drafting) in technical high schools. 

iXescriptive entries will be made in the “Major subject or specialization” 
column for all schooling beyond the high school level. When the subjects 
are of technical or military interest and when space is insufficient, print 
“see 28” and make the pertinent entry on the back of the card under 
“Remarks.” This wiil always be necessary to explain the training noted 
under “Trade, night, or business school.” The hours per week and the 
ntunber of months or years involved should be summarized briefiy. 
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“Degree and date received” : Enter only the pear of graduation with respect 
to granunar school and high school. For the other categories of school- 
ing, enter the degree received as weli as the year. The conventional 
8 1 4 system (8 years of grammar school, 4 years of high school, 4 years 
of college) will be used and form the basis for evaluating educaticm. 

For coding education : A check mark is placed at the left of one of the six 
school categories which are listed on the card under “School.” Do this 
in accordance with the highest level of schooling completed by the 
enlisted man. No check mark should be made for .a man who did not 
complete grammar school. A man who completed 3 years of college will 
be checked as having completed high school only. 

1(9) Place a check mark in the proper box under the language that is spoken, 
read, or written. The rectangle for “Fluently” should be checked only 
when the enlisted man can converse in the foreign language on relatively 
technical subjects. 

(10) Write out the number of the service command and strike out words not 

applicable. 

(11) Check the box of the particular sport in which the enlisted man can partici- 

pate at the present time. If more than one sport, double check the one 
in which enlisted man is most proficient. If enlisted man has won letteiu 
in college or has been a member of a professional team, the box marked 
“Bxcells” is checked, and the names of school or team and of i>osition 
played are recorded. 

(12) Place a check mark in the appropriate box that indicates whether the en- 

listed man can, play a musical instrument, or sing; or engage in theatrical 
activities. Specific skills will be described in brief form under remarks 
(see (28), below). 

(13) Titles for this item are taken from either AR 615-28 or the Dictionary of 

Occupational Titles. A brief description of that job is entered on the 
card under “Just what did you do?” The Interviewer makes an estimate 
of the man’s skill on that particular job. and enters “Sk” for skilled and 
“S. Sk” for semiskilled. The specification serial number (spec, ser. No.) 
is taken from AR 615-26 and entered ; also the Dictionary of Occupational 
Titles code is entered. 

(14) All entries in (14) are made as in (13). Should the space provided for the 

job description not be large enough, cross reference can be made to item 28. 

(16) The activities mentioned under this item are in addition to those entered 
under “Main” and “Second best occupation.” The space on the card 
provides for information about experience in radio and photography. Fur- 
ther details can be given under item 28. Such activities as motorcycling, 
glider practice, pigeon raising, any hobby which involves the use of fire- 
arms (such as hunting), or any other activity having application to mili- 
tary service will be entered on the line marked “Other.” Double che<^ 
the hobby in which the enlisted man considers himself most proficient. 

(16) The type of Army General Classification Test, the date on which the test 

was administered, and the score are entered ; for exampie. Ib 7/8/42 1-135. 

(17) The particular type of aptitude test, the grade, and the score are entered: 

for example, MA-2 I II III 1-132. 

(18) Tests that are peculiar to a particular arm or service will be entered witli 

the date, grade, and score. 

(19) The specification serial number that is being tested is entered and the 

score made on the trade test is indicated by the following symbols : W — 
Well inform^; S — Some information; L — Little information. In AR 
615-26 you will find that all the occupations for which there are recognized 
and accepted trade tests have been starred. 



(20) The highest position of leadership is entered here along with the nature of 
the leadership and the number of men over whom the supervision was 
exercised. Military leadership is also recorded, as Cadet Captain, ROTC. 
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6. Reverse. 

j(21) The arm or service Is indicated, with the number of years In each broken 
down to no shorter than 3-month periods. Under category write the Reg- 
ular Army, National Guard, Reserve MUitia, CCC, and Junior or Senior 
ROTC. The last discharge year is entered by 2 figures, for example : ’36. 
“Specific nature” means the exact duty performed, as company clerk, 
machine gunner, etc. 

(22) Under “Service schools, arm, or service,” indicate the correct arm or service 

such as FA, Medical Corps, etc. ; the number of weeks duration of the 
course; the proper- name of the course (Bakers and Cooks School, or Me- 
chanics, Motor) ; the year graduated ; and the school rating. Most schools 
furnish their graduates with diplomas. This may be the best source of 
vetiflcation. ^rvice schools not listed in AR 615-25 and regimental and 
similar schools will be recorded in item 28. 

(23) Class A rectangle is checked when the enlisted man is a conscientious ob- 

jector. C>lass B means a limited service man, and class C means a men- 
tally defective enlisted man. 

(24) No entry is made here. 

(25) The item, “preferred” is not used at the present time. 

(26) Only titles found in AR 015-26 are entered in this space ; complete, with the 

full title and specification serial number. 

(27) When a man possesses the qualifications for a specification serial number, 

the number is listqd in this space. The rating is made upon recommenda- 
tion by the company com m ander or section chief. These entries are made 
in the unit personnel office. 

(28) All entries of vital information that cannot be made elsewhere are cross 

indexed to “Remarks,” item 28. 

(29) Nothing is entered in this item until the enlisted man reaches his’ first per- 

manent station. The items are self-explanatory. 

(30) The words enlistment or induction are struck out as applicable. The signa- 

tures of the enlisted man, the interviewer, and the classifier are the last 
items completed on the card. 
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12. Service Record (W. D., A. G. O. Form No. 24). — a. Cover., 

Reference : Paragraphs 2 and 3, AR 345-125. 

When used : Upon the entrance into the service of an enlisted man, whether by 

enlistment, induction, reenlistment, and for each retired en- 
listed man and enlisted reservist called to active duty. 

No. of copies : One copy is initiated at time enlisted man enters the service and 
this same copy follows him until separated from the service. 



( 1 ) 

(Last name) (Army seruil No.) 

( 2 ) 

(First name) (Middle initial) 

(3) 

(Arm or service for which enUstad or tmiucicd) 

Color or race (4) 

(PLACE X IN BOX INDICATING COMPONENT) 

□ Regular Army. □ National Guard of the 



United States. (5) 

Army of United States: 

□ For Regular Army units. (6) 

□ For National Guard units. (7) 

□ Selective Service and Training. (8] 

□ Regular Army Reserve — Active duty. (9) 

□ Enlisted Reserve Corps — Active duty. (10 



SERVICE RECORD 

covering period 

Hjprom • 19 • to • 19.. .(12^ 



For Instructiona om AR 34S-12S 



W. D., A. O. O. Form No. 94 

November 1. IMU a— aus 



(1) Last name, and Army serial number. 

Records of Individuals inducted for 
limited service or as conscientious 
objectors will be plainly marked as 
such. 

(2) First name and middle initial. 



(3) Enter here arm or service for which 

inducted or enlisted, for example, In- 
fantry, Signal Corps, etc. 

(4) Enter color or race. 



(5) If Regular Army or National Guard of 

the United States place “X” in ap- 
propriate box. 

(6) If AUS assigned to Regular Army units 

place “X’^ in appropriate box. 

(7) If AUS assigned to National Guard 

units place “X” in appropriate box. 

(8) If AUS Selective Service and Training 

place “X” in box. 

(9) If a Regular Army Reserve on active 

duty place “X” in box. 

(10) If an enlisted reservist on active duty 
place “X” in box. 



( 11 ) Enter date enlisted man enters the serv- 

ice, whether by enlistment, reenlist- 
ment, induction, etc. 

(12) Enter the date enlisted man terminates 

his enlistment. 

Source records : 

Induction Record (DSS Form No. 221). 
Enlistment Record, Army of the United 
States (W, D., A. G. O. Form No. 22). 
Note. — The service record of an enlisted 
man is a form used to record the personal 
history of happenings throughout his tour of 
enlistment and follows him wherever he goes. 
All entries made on this form will be in ink or 
indelible pencil. It is not permissible to use 
an erasure to correct entries. Upon comple- 
tion of an enlisted man’s tour of enlistment 
the service record is closed out and forwarded 
to The Adjutant General for filing and future 
reference* 
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6. Pagel. 

Reference: Paragraph 36 and c AR 345-125; AR 40-210; Circular No. 132, 

War Department, 1011; and W. D., M. D. Form No. 81 (Immu- 
nization Register). 

When used : When a man is enlisted or inducted into the military service, and 

each time an inoculation or vaccination has been completed. 




(1) Enter number of local board and loca- 

tion. 

(2) Enter date of arrival at induction 

station. 

3) Enter place and date of induction. 

4) Enter name of commanding officer or an 

officer assistant who actually ad- 
ministers the oath of enlistment to 
the man. 

(5) Enter grade and arm or service of officer 

adminsterine the oath of enlistment. 

(6) Enter name of post, camp, or reception 

center to which inductee was sent for 
processing. 

(7) Enter da‘te inductee was sent to a post, 

camp, or reception center for process- 
ing. 

(8) Enter date and result of vaccination as 

it appears on the W. D., M. D. Form 
No. 81 from which the information is 
extracted. 

(0) Enter date of the completion of a series 
oT inoculations for typhoid, from 
Form No. 81. 



(10) Enter under this heading dates of com- 
pletion and result if any of the fol- 
lowing; blood type, tetanus inocula- 
tion, yellow fever inoculation. 



(11) This space will be used for the record- 

ing of Schick test. This test is given 
only when in the opinion of the com- 
manding officer such procedure is 
necessary for the prevention or con- 
trol of diphtheria in his command. 

(12) See AR 40-310. 

Source records: 

Immunization Register (W. D., M. D. Form 
No. 81). 

Report of Induction (DSS Form No. 221). 
Enlisted Record, Army of the United States 
(W. D., A. G. O. Form No. 22). 

Note. — It is not necessary to put dates of 
all Inoculations on the service record, but 
rather the date of completion of any series of 
inoculations. The induction record is filled 
in at the time the enlisted man is inducted 
into the service at the induction station. 
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c. Page 2. 

Reference : AR 345-125 as changed by O 3. 

When used : At time enlisted man is enlisted or inducted into the Army. It is 
prepared by the recruiting officer in case of an enlistment, and 
at the reception center in the case of an inductee. 




Note. — Entries made on this page are 
self-explanatory with the exception of 
the following: 



( 1 ) 

iii 



Enter years and fractions of years 
that is, 3%2. 

Subjects. 

Strike out words not applicable. 



(4) Strike out words not applicable. 



When entering the name of beneficiaries 
or alternate beneficiaries do not use married 
names ; not “Mrs. John Quincy Doe, wife,** but 
use “Mary Anne Doe, wife.*^ In the event 
enlisted man does not designate a bene- 
ficiary the word “Verified” will be entered 
and signed by the enlisted man. In the event 
the enlisted man redesignates a beneficiary, 
the name of the new beneficiary will be en- 
tered in “Remarks — ^administrative.** 



Filled in for enlistments in the Army of the 
United States, only. 



Source records: 

Discharges from former enlistments in 
United States Army or Navy. 

W. D., A. G. O. Form No. 22 and DSS Form 
No. 221. 



Discharge certificate. 
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Reference : Paragraphs 7 and 8, AR 345-125 as changed by C 3 ; AR 35-2360 ; 

paragraph 16d(2), AR 615-500. 

When used : When an enlisted man reenllsts, is ordered to active duty, or is 



inducted and has prior 




service in the armed forces. 



(1) Enter name of company, regiment, or 

arm or service with which enlisted 
man served during prior enlistments. 

(2) Enter date enlisted man entered upon 

his term of service. 

(3) Enter date enlisted man terminated term 

of service. 

(4) Enter grade enlisted man held at time 

of discharge. 

(5) Enter character rating enlisted man was 

given at time of discharge. 

(0) Enter reason enlisted man was dis- 
charged. 

(7) Enter time lost under the 107th article 
of war. If none, enter “No time lost 
under AW 107.*’ 



Source record : Discharge certificates. 

Note. — In the event the enlisted man has 
no discharge certificate in his possession at 
time of enlistment or induction the words 
“Not verified” will be entered in his service 
record on this page and on the enlistment 
or induction record. The Adjutant General 
will furnish the unit to which the enlisted 
man is assigned the necessary information. 
At the time the information is received, the 
service entered in the service record is verified 
and so recorded. 
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e, PageJ^. 

Reference: Paragraphs 9, 10, and 11, AR 345-125, as changed by O 3; and 
AR 40-210. 

When used : From time to time as occasions arise that necessitate an entry 

under the headings on this page. 

(1) Enter highest grade held during the 
first World War. 

(2) Enter grade and section if enlisted man 
holds a commission in the Officers’ 
Reserve Corps. 

(3) Enter name or special service school, if 
enlisted man has attended or is attend* 
ing one. For example, “Signal School, 
Ft. Monmouth, N. J., 1939.” 



(4) Enter Army specialty enlisted man at- 
tains, giving rating and date. Infor- 
mation comes from company or de- 
tachment commander. 



(5) When an enlisted man goes on special 
duty (that is, attached to another or- 
ganization on the post to perform 
some special type of duty) enter duty, 
place, inclusive dates of same, and 
authority for such duty. 



(6) At the time the Articles of War are read 

to an enlisted man, date of such read- 
ing must be entered in this block and 
initialed by the personnel officer. 

(7) At the time an enlisted man is given a 

lecture in sex morality, the date of 
such lecture must be entered under 
this heading. 

(8) “Qualification in arms” section is not to 

be used. Payment for this has been 
suspended. 



Source records : 

Discharge certificate. 

Special orders. 

Reports from company or detachment com- 
manders. 
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/. Pages. 

RefereDc«: Paragraidi 12, AB 845-125, as changed by C8; AR 615-5; and 

AR 35-2340. 

When used: When an enlisted man is promoted or reduced; when he is at- 

tached to an organization ; and when he is permanently assigned 
to an organization. 
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ORIGINAL A8S1GH1IENT AND OAGAVIZATIONS TO 
WHICH SUBSBQUENTLT ASSIGNED DUHIHO THU 
ENUSTMEKT PERIOD 




(1) Enter all promotions and reductions of 
an enlisted man that affect pay. 
When making entry^ show grade pro- 
moted or reduced to, date, and au- 
thority. Make sure that each entry 
is initialed by the personnel officer. 



(2) The rating of specialists has been re- 
placed by the authorization of tech- 
nician grades, which are entered un- 
der the heading in (1) above; hence 
no entries will be made in this block. 



(3) Enter under this heading all organiza- 

tions to which an enlisted man is 
attached while awaiting assignment 
or while en route to the organization 
to which he has been or is to be as- 
signed. When making entry, show 
organization to which attached and 
inclusive dates. 

(4) Enter under this heading original as- 

signment of enlisted man and all 
subsequent assignments. When mak- 
ing entries, enter unit to which 
assigned, station, and date of assign- 
ment. 



Source records : 
Special orders. 
Morning reports. 



Note. — ^A ll entries on this page will be 
entered in ink, and initials will be placed 
opposite all remarks under heading (1) above. 
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Reference : AB 615-275, and paragraphs 14, 15, and 18, AR 345-125. 

When used: From time to time as occasions arise that necessitate an entry 
imder the headings on this page. 




( 1 ) 

iii 

(4) 



(5) 

( 6 ) 

(7) 

( 8 ) 

(9) 



( 10 ) 



Enter Inclusive dates of furlough 
granted. 

Enter authority for furlough. 

In the event furlough Is extended, enter 
number of days and quote authority 
for extension. 

Enter date enlisted man rejoins his or- 
ganization from furlough. See para- 
graph 14, AB 345^125. 



Enter name of place enlisted man is to 
be assigned. 

Enter name of port of embarkation and 
date enlisted man left the United 
States. 

Enter name of place enlisted man de- 
barks and date. 

Enter name of place and date enlisted 
man left to return to the United 
States. 

Enter name of place enlisted man de- 
barks in United States and date. 



Enter all medals, decorations, cita- 
tions, giving name of same and au- 
thority and date. 



Note. — When an enlisted man goes to or 
returns from foreign service on a duty status 
or on furlough, appropriate entry will be 
made under “Foreign service.” 



Source records : 

Furlough Certificate (W.D., A.G.O. Form 
No. 31). 

Special orders. 
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Reference : Parai^raphs 19 and 20, AR 845-125, as changed by C3 ; AR 615-300. 

When used : When enlisted man absents himself from his post and duties without 
proper authority for a period longer than 24 hours. 
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(1) When making entries of dates be sure 
that inolu$ive dates only are used. For 
example, an enlisted man goes AWOL 
January 1, 1948, and returns January 
11. 1943. The inclusive dates of 
AWOL would be January 1, 1948, to 
January 10, 1943 (10 days). No en- 
try Is made if absence is less than 24 
hours. 



(2) Enter inclusive dates. The entering of 
dates should conform to example set 
forth above. 



(3) Enter inclusive dates. The entering of 
inclusive dates should conform to the 
example set forth in (1) above. No 
entry is made if inability to perform 
duty because of intemperance lasts 
less than 24 hours. 



(4) Enter time enlisted man is absent sub- 
sequent to the normal date of expira- 
tion of term of enlistment. 



(5) Enter all time enlisted man actually is in 
confinement subsequent to normal data 
of expiration of enlistment. 



(6) Same as (3) above, except that dates are 
those of absence subsequent to normal 
date of expiration of enlistment. 



Note. — All entries on this page will be 
made in pencil until such time as absence has 
definitely been established. They are then 
erased and entered in ink. When enlisted 
man is absent in arrest with the civil author- 
ities, a remark to this effect will be entered 
under “Remarks — administrative.’* All en- 
tries made under heading “Time lost prior to 
normal date of expiration term of service’’ will 
also be noted in “Remarks — financial.” 



Source record : 

Morning report. 

Courts-martial orders. 

Reports from civil authorities. 
Medical reports. 
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i. Page 8. 

Reference : Paragraph 21, AR 345-125, as changed by C 3 and C 4, 

When used : When an enlisted man has been tried, convicted, and sentenced by 
court martial. 




(1) Enter type of court martial — whether 

summary, special, or general. 

(2) Enter article of war under which en- 

listed man was tried. 

(3) Enter date offense actually was com- 

mitted. 

(4) Enter a synopsis of the specifications 

charged against the enlisted man. 

(5) Enter date sentence was announced and 

adjudged, which Is the datd the court 
actually passes on the sentence. 

(6) Enter the sentence as approved. 

(7) Enter date sentence was actually ap- 

proved. 

(8) The name, grade, and organization of 

the personnel oflicer will be entered 
on this line and he will sign. 

(9) Special order number remitting a por- 

tion of sentence with the source and 
date of same if sentence is remitted. 

(10) Enter date enlisted man is released 

from confinement. 

(11) Enter name, grade, and organization of 

personnel ofiicer signing entry. 



Source records : Military courts-martial order. 



Note. — No entries will be made on this 
page unless trial by courts martial results in 
the conviction of the enlisted man. 
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Reference: Paragraphs 21 and 22, AR 345-125, as changed by C3 and G4; 

Circular Nos. 212 and 382, War Department, 1942; paragraph 14, 
AR 35-5520. 

When used : Used to record the fact that an enlisted man has filed an allotment 
with the Chief of Finance, Allotment Division, Washington, D. C. 




(1) Enter amount of allotment. 

(2) Enter ‘‘Duration.*’ 

(3) Enter date of commencement of aUot* 

ment. 

(4) Enter “Duration.” 

(5) Enter the peroon in whose ’favor allot- 

ment is made. 

(6) Enter the purpose of the allotment. 

(7) When allotment is discontinued, enter 

date discontinued. 

(8) Give reason for discontinuance of al- 

lotment. • 

(9) Enter date W.D., A.G.O. Form No. 30 

was mailed to the Office of Depend- 
ency Benefits, 213 Washington Street, 
Newark, N. J. 

(10) Enter the name and grade of officer 

certifying to the fact that discontinu- 
ance was forwarded to the Office of 
Dependency or the Office, Chief of 
Finance. 

(11) Enter the date the acknowledgment 

of discontinuance was received from 
the Office of Dependency Benefits. 

Note. — Allotments are now made for the 
duration of the war. Enlisted man may dis- 
continue the allotment if be so desires. 



Source records : 

Authori^tion for Allotment of Pay (W.D., 
A. G. O. Form No. 29). Notification of Dis- 
continuance of Allotment (W.D., A.G.O. 
Form No. 30). 
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Reference : AR 345-125 as changed by O 3 ; AR 35-5520 ; Circular Ifo. 212, War 
Department, 1942. 

When used : For the purpose of recording permanently the authorization of 
deductions for allotments on the enlisted man’s record. 




(1) Enter the amount of allotment to be 

deducted per month from the enlisted 
man’s pay. 

(2) Enter “Duration.” 

(3) Give the date of the commencement of 

the allotment. 

(4) Enter “Duration.” 

(5) Enter the amount of the insurance 

policy on which premium is being 
allotted. 

(6) Give the date of the discontinuance of 

the allotment if applicable. 

(7) Give the reason for the discontinuance. 

(8) Give the date the notification of the 

discontinuance was mailed to the 
Office, Chief of Finance, Accounts 
Services. 

(9) Enter the name, grade, and organiza- 

tion of the officer certifying to the 
above. 

Source records: Authorisation for Allotment 
of Pay (W. D., A. G, O. Form No. 29). 
Notification of Discontinuance of Allotment 
(W; D., A. Q. O. Form No. 30). 

Not®. — Class “D” and “N” allotments both 
come within the provisions of AR 35-6520, 
and are referred to as “allotments” rather 
than to their former name “deductions.” In 
case of a class “N” allotment, the letter “D” 
will be struck out. 
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L Page 11. 

Reference : Paragraph 24» AR 345-125 ; AR 345-75 ; and AR 85-2000. 

When used : At such times as enlisted man deposits money with the Finance 
Department, entries are extracted from the soldier’s deposit 
book and entered on this page of the service record. 
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(1) Enter the date on which the enlisted 

man actuaUy deposited the money 
with the Finance Department. 

(2) Enter the amount deposited. 

(3) Enter the total amount of all deposits 

.which the enlisted man has made. 

(4) Enter the name of the disbursing officer 

who received the deposit. 

(5) The initials of the personnel officer win 

be placed in this block to indicate 
he has checked the entries. 

(6) The total amount deposited will be 

noted from (3) above and written in 
words on this line. 

(7) Enter the month and year for which 

pay is detained. 

(8) Enter the amount detained in dollars 

and cents. 

(9) Enter the voucher number of pay roll 

If enlisted man is paid on last day 
of month, voucher number is for the 
succeeding month. If enlisted man 
is paid on 1st of month it is for that 
month. 

(10) Enter the name of the disbursing of- 

ficer by whom the money was 
detained. 

(11) Enter the month of the voucher on 

which the detained amount was 
recorded. 



Source records : 

Soldier’s Deposit Book (W. D., F. D. Form 
No. 33). 

Pay roll or voucher. 

None. — ^The entries called for on this page 
under '^Deposits” will be made immediately 
after enlisted man deposits the money with 
the Finance Department. 
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m. Page 12. 

Reference : Paragraph 26, AR 345-126, as changed by C 8 ; AR 615-40. 
When used : Any time enlisted man is issued clothing. 
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(1) Entries under this heading are not being 

used at the present time. 

(2) Enter date clothing was Issued. 

(3) Enter cost of clothing issued. 

(4) In this block the personnel officer places 

his initials to indicate the correctness 
of entry. 

(5) Entries under this heading are not being 

Used at the present time. 



Source records : 

Individual Clothing and Equipment Rec- 
ord (W. D., A. G, O. Form No. 32). 
Individual Clothing Slip (W. D., A. G. O. 
Form No. 36). 
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n. Pages IS and H. 

Reference : Paragraphs 3a, as changed by C 3, and 27b, AR 345-125. 

When used : Used to enter all financial matters affecting the enlisted man and the 
United States. 

(1) This gpace is reserved for the recording 
of the payment of reenlistment allow- 
ance authorised for men who reenlist, 
and for recording the place to which 
the enlisted man receives travel pay 
upon discharge. In view of the fact 
that reenlistments have been sus- 
pended for the duration, this block is 
not being ui^ed. 

(2) This column is used for recording the 
date an entry of a financial matter 
is made in the service record. 

(3) In this column describe the cause of de- 
duction or payment.' 

(4) Enter the date of pay roll on which 
deduction or payment was made. 

Note. — ^An entry will be made in this 
space whenever a change of status alfecting 
pay is made. All promotions, reductions, 
statements of charges, full payments or par- 
tial payments made to the enlisted man, al- 
lotments, class F deductions, class A pay res- 
ervations, and courts-martial fines are en- 
tered here. 



Source records : 

Statement of charges. 

Pay rolls. 

Military courts-martial orders. 
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Reference: Paragraphs 11, 19A(1), 27a, 44a, AR 345-125 as changed by 0 3, 04, 
and 0 6. 

When used : All administrative matters not entered elsewhere on the service rec- 
ord will be entered on this page. 




Record issuance of campaign badges, wound 
chevrons when authorized, participation In 
action or in battles, wounds or other injuries 
received in the service, and administrative 
matters not shown elsewhere, such as quali- 
fication in arms not involving pay, change in 
the designation in beneficiary, issuance of 
PM 21-100, religious convictions. X-rays of 
chest, prescription of lenses (if enlisted man 
wears glasses), and all other pertinent data. 



Noth. — Information to be listed here will 
be found in current War Department circu- 
lars. The reference to each one separately 
would merely confuse the student. Recom- 
mend the study of past circulars to insure 
complete records. 
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p. Paget 16 to 22. 

Reference: Paragraphs 29 and 80, AR 345-125, as changed by C3, G4, G7, 
and C8. 

When used : In cases of desertion, transfer, change of station except as a member 
of an organization changing station, captured by the enemy, and on 
leaving for or returning from the United States on furlough from 
an overseas station. 




Note. — D o not use a forwarding indorse- 
ment when an enlisted man is only attached 
to another organization for either rations or 
quarters or both. 



(1) Bnter designation and station of en- 

listed man’s organization. 

(2) Give date indorsement is made. 

(3) Address to commanding officer of unit 

to which enlisted man is transferred. 

(4) Enter appropriate phrase (that is, your 

command) . 

(5) Cite special orders directing transfer. 

(6) Give date enlisted man actually left 

organization. 

(7) Enter date enlisted man was last paid. 

(8) Enter name of disbursing officer mak- 

ing payment. 

(9) Enter money that is doe the United 

States or its instrumentalities. 

(10) Enter all data affecting money that is 

due enlisted man, that is, transfer, 
accrued pay, and allowances. 

(11) Determine from p&ges 9 and 10 whether 

enlisted man has or has not a class 
“E” allotment. Strike out words not 
applicable and enter date last de- 
duction for same was made. 

(12) Determine whether enlisted man has or 

has not a class “D” or allotment 
by referring to page 10 of service 
record. If no allotment has been 
authorized strike out remark. If it 
has been authorized, enter date last 
deduction was made. In the event 
a class allotment has been au- 
thorized strike out letter “D” and 
enter letter 

(13) Character rating is entered and ini- 

tialed either by the enlisted man’s 
commanding officer or the personnel 
officer. 

(14) Efficiency rating of enlisted man is en- 

tered and initialed by his command- 
ing officer or the personnel officer. 

(15) This space is reserved for the signature 

of officer signing the indorsement and 
should include his name, grade, and 
organization. 

(16) When enlisted man reports to his new 

organization, the date he actually re- 
ports is entered in this space. 

Source records : 

Special orders. 

Remarks — Financial (pp. 13 and 14) of 
service record. 

Pages 9 and 10 of service records (allot- 
ments). 
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q. Page 2S. 

Reference : Paragraphs 35, 87, and 41, AR 345-125 as changed by C 3, C 4, C 5, 
and C7. 

When used : The final indorsement will be filled out only in the case of an enlisted 
man’s discharge, death, retirement, or when dropped from the 
records. 







( 1 ) 

( 2 ) 

’ (3) 

(4) 

(5) 

( 6 ) 

(7) 

( 8 ) 
( 0 ) 

( 10 ) 

( 11 ) 

( 12 ) 

(13) 

(14) 

(15) 

(16) 

(17) 

(18) 

(19) 

( 20 ) 



Enter name of company or detachment 
from which the enlisted man is being 
separated 

Enter station of organisation men- 
tioned above. 

Enter date of action taken. 



Give last and first name, middle initial, 
and Army serial number of enlisted 
man who is being separated from the 
service. 



Give grade at time of separation. 

Give name of organization from which 
enlisted man is separated. 

Enter specific cause of separation, as 
outlined in paragraph 37c(7), AB 
345-125. 

Give date of separation. 

Enter place of separation. 

Cite authority for separation. 

Enter number of days retained in the 
service to make good time lost under 
the 107th article of war. If none no 
entry is made. 

Enter number of days absent from duty 
subsequent to the normal date of his 
expiration term or service. If none 
no entry Is made. 

Enter number of days retained in the 
service for the convenience of the 
Government. If none, no entry is 
made. 

Character rating is entered either by 
the enlisted man's commanding offi- 
cer or the personnel officer and in- 
itialed. 



Efficiency rating is entered either by 
the enlisted man's commanding officer 
or the personnel officer and initialed. 

Strike out words not applicable and 
check those applicable. 

Strike out figures not applicable and 
check those applicable. 

Enter all money that is due the United 
States. 

Enter all money that is due enlisted 
man, that is, discharge, accrued pay, 
and allowances paid on final state- 
ment. 

Enter address that enlisted man has 
furnished for future reference. 



(21) Enlisted man must sign here. 

(22) Enter name, grade, and organization of 

officer signing final indorsement. 
Source records : Earlier entries in service 
record. 
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r. Page 2i. 

Reference : Paragraph Ig, AR 345-125 as changed by C 3. 

When used : Each time an oflScer signs or initial the service record for the first 
time. 




Offlc'er enters his initials in Ink. 

Enter name, grade, and organization of 
olflcer who for the first time initials 
an item in the service record. 
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13. Extract From Service Record (W. D., A. G. O. Form No. 25). — a. Front. 
Reference: AR 345-126. 

When used : At time service record Is forwarded by indorsement. 

No. of copies : For assigned personnel : original only. 

For attached personnel : duplicate. 

Distribution: For assigned personnel: file. 

For attached personnel: original file in unit personnel section. 
Duplicate forwarded to parent organisation of enlisted man. 




(1) Full name followed by Army serial 

number in order. 

(2) Home address of enlisted man. 

(3) City and State of residence. 

(4) Full name and nearest relative. 

(5) Relationship and full address. 

(6) City and State of nearest relative’s 

residence. 

(7) Full name of person to be notified in 

emergency. 

(8) Relationship and full address. 

(0) City and State of residence. 

(10) Age at enlistment or induction and rate 

of pay. 

(11) Place where first accepted for service. 

(12) Place of enlistment or induction. 

(13) Exact date of enlistment. 

(14) Grade in which enlisted or inducted and 

recruiting officer. 

(15) Organization, detachment, or unit for 

which enlisted. 

(16) Term of enlistment in words and figures. 

(17) Credit for service at time of enlistment. 

(18) Grade at time of preparation of this 

report. 

(19) Time lost to be made good under AW 

107 : give dates, total number of days, 
and cause. 

(20) Confinement by sentence of court mar- 

tial. 

(21) Forfeitures hy sentence of court martial. 

(22) Pay detained by sentence of court mar- 

tial 

(23) Amount of deduction for class £ allot- 

ment. 

(24) Amount of deduction for class D insur- 

ance. 

(25) Amount of deduction for class N insur- 

ance. 

(26) All prior service, not including this 

enlistment. 



Source records : All items from service record. 

Not*. — P repared in service record subsec- 
tion of unit personnel section. Submitted to 
unit personnel officer for signature, thence to 
file in unit personnel section. 
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6. Reverse. 

Reference : AB 845-125. 

When used : At time service record Is forwarded by indorsement 

No. of copies : For assigned personnel : Original only. 

For attached personnel: Duplicate. 

Distribution: For assigned personnel: File. 

For attached personnel : Original to file in unit personnel section. 
Duplicate forwarded to i>arent organization of enlisted man. 



(1) Enter type» date of completion and 
resnlt of vaccinations. 



(2) Enter blood type. 

(3) If discharge, enter Final’* ; if transfer, 

enter number. 

(4) Unit and station at which extract is 

prepared. 

(5) Date of preparation should be date of 

transfer or discharge. 

(6) OfQce or person to whom record is for- 

warded. 

(7) Cause of separation from your unit. 

(8) Authority and date of departure. 

(9) Date of last payment in full. 

(10) Disbursing officer making last payment. 



(13) Strike out part not applicable. 

(14) Record of deduction for Government 

insurance. 

(15) Record of deduction for National Service 

life insurance. 

(16) Entry as to character of individual. 

(17) Entry as to efficiency rating of indi- 

vidual. 

(18) Signature and typed name of personnel 

officer. 



(19) Enter here such other entries necessary 
to insure a complete retained record 
of individual. 



(20) Office or individual to whom service 

f cord is forwarded. 

(21) Officer forwarding record. 



Source record : Service record of enlisted man. 



11) All indebtedness due United States. 

12) Statement concerning pay and allow- 

ances due enlisted man ; deposits, etc. 




Note. — Prepared in service record subsec- 
tion of unit personnel section. Submitted to 
unit personnel officer for his signature ; 
thence to file in unit personnel section. 
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14« Statement of Accounts (W. A, G. 0. Form No. 27). 

Reference : AB 35-2480. 

When used : Upon settlement by disbursing officer of deserter’s accounts. 

No. of copies : Triplicate. 

Distribution : Original to Chief of Finance ; duplicate to organization of enlisted 
man; triplicate to file. 



(1) Full name and Army serial number. 



(2) Grade and organization. 



(3) Reason for closing of accounts. 



(4) Place of confinement if accounts closed 

because of dishonorable discharge 
suspended. 

(5) Voucher number and month in which 

accounts closed. 



(6) Indicates agencies to whom indebted- 
ness is not satisfied because of In- 
sufficient funds due deserter. 



(7) Indicates amount uncollected for lost 
or damaged equipment. 



(8) Indicates amount forfeited to United 

States Soldiers* Home after all in- 
debtedness is satisfied. 

(9) Place, name, date, grade, and organiza- 

tion of disbursing officer. 



(10) Forwarding indorsement from Chief of 
Finance to The Adjutant General. 
This copy is then affixed to the serv- 
ice record of deserted enlist<yl man 
which has been forwarded to The Ad- 
jutant General at time of desertion. 

Source records: Deserter’s supplemental pay- Nor«.-Form prepared by the disbursing 

officer to whom the deserter’s supplemental 
pay roll is submitted. After the deserter’s 
supplemental roll indicates that the enlisted 
man has been absent for 3 months, the p^ 
roll is computed and the account settled. 
Copies are then sent by the disbursing officer 
who settles the account to the enlisted man’s 
former organization and to The Adjutant 
General. 

Original from 

UNIVERSITY OF CALIFORNIA 



STATEMBfr OF AdCODNIS 

(Sm AR 3S-a480) 



BsTTay John J« 16(X)9876 (1) 



Account* clowd because of 4esgi*tlon 



Co L. 100th Inf® 
isolation (3) 



Dishonorable discharge suspended, confined at... 



( 4 ) 



Account paid on Voucher No. ...A*? accounts I 

of 11 m undersigned for P go 19 42 (6) 

Following items of indebtedness not satisfied by ae* 
crued pay and allowances: 

Exchange 



Poet Uundry .F%. Pl^s .H*. j.r..|l .*^0- 
Uuuoa) 



Company fu 



Clothing. 



(OrtuliAtion sod •teuoo) 



Camp and garrison equipage ^ ^ 



Amount forfeited to U. S. Soldiers' Home by reason of 
desertion or dishonorable discharge (8) 

NJ A...W. TaTt^ 

(PIsn) (Nsom a dbbunLat offlow) ^ 9 ^ 

Pec.l0...1942_ 

(Dst«) (Qnds and onaoiiation) 

1st Ind. y 

W. D., S. O. S.. Omc* Chief of Fikakch,? 5.^.?4^^2 
To Ths Ad/ittant Gsnbral. 

Above statement is in accordance with the voucher 

nZLLIAlt a; HILLIAlfi (lo] 

Lt Colonel. FD 



W. B., A. O. O. Form NO. 97 
(Marcb 31. 1S42) 
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15. Authorization for Allotment of Pay (W. A. O. 0. Form No. 29). 

Beferences : AB 35-5520. 

When used : When enlisted man or oflBcer desires to allot a portion of his pay 

for purposes listed in paragraph 5, AB 35-5520. 

No. of copies : Two. 

Distribution : Original for class “E” allotments to Office of Dependency Benefits, 
213 Washington Street, Newark, N. J. ; for class “D” and class 
“N” to Ofltee, Examination Division, Temporary Building X, 19th 
and B Sts. NE, Washington, D. C. 



AUTHORIZATION FOR ALLOTMENT OF PAY 

aMAS»»< 4520 ) 

Cfla. Robert I. 6220M1 pvt Co A X*th Inf 

(iM t aiw) '{ritu 'muM) (Middle iakbl) (Aasr H ii wheT ) ((in^T (Caopaar. lagiMal. « aam « aeinii^ 

•ko" '»*T • ci«. _» ffissacsso 

allotmeot bis paf k the anoynt — par month foe moodia mmmfnfi^ 

} wiL 

( — — ) preimums deducted from pay for month of n — t -r-,-- TTr-r.-rr--, r-- , 

» Jfc« USSJT Coe _ 1095 W«hlngtoia'1iei»gr ‘"^.aL ineSoftir '*• mwa 

ur jo'hTcor"' 1093 j^apmsfr’ ia»w 

(N^ «f atoemaie'aiiotteeV CMMdiac nrit (Cilf. lami. ar pan affice)' 

Date of enlistment \9jkt VTkm othar te Saevia^ Asmt i* didtfii 

I sute allotment chargeable - . SeUtionship of alloOaa 

CAppHnU# IsAviAMl iAPPHi 

If allotment is in favpr of a bank, tfia following is fcquind to ba staled: Dqiailt should ba amde in Iba esadh of— 

OsCiT) — — 

(Slatatawt be l ow not nppUonUn to Coaemto wt Ineu m n— ) 

I bento Mate that iha puipaw for which kb allotacat b annted b lelriy for the wapart af wfr, child, er d e p a odea l nlaltant er tf awde far the 
parneat af life iawiaaoe pceainiaM. the lonuaBCC (iocledma eodewMau aad/ar t waaty for otber) payoMat palkiet) b aa the lift af tfaa aUooar anlyi 
that the iatunace coastitutn the aujar and dot a merely iackieaial ar coUaiefat elna|ali at ito^aBaaction; sad ttouto st^rat U madi ia lavec at 
the iaeutaacc company bmi^ the palky aad aet in favor of a bank ar athst apoM. Q fW » 

Fort Dlx. Kvw J«r»*Y yS^ 

Enund m amk* noMd Movvnb w 6. 1942 M AA UoTenbar 6 .f 48 

\J fl(A ^ TOate) 

*Sttihe<MtwaidaaeiappUcsbla. IT: WTTJ.T.<^, ClVpIis 14t}l Tnf ^ Q 

X/ (Signataxt af esoHsaadi^ admr or ptoonad oAeer. wbb gndc md aspaimijaa) 
vwnw^runur f« cuaf • »m CLtaa Hjitmmmct, m okUm*L corror nuroMM irnx BgMM jrr ro T MXAL Lmr- 
MMmammm, tmtMiia Xjjnrm Am ftTmemTht^ w*amS!mi, ». c, no conn wiumSmrntmmniuia 
AMMotiMATmi. WAAmKonK, ».c,wiTm rm* AffucAnoH m tmvMAinm. (Seo Ho to 2) 



This form is used in all cases when a member of the command desires to allot a 
jwrtion of his pay for the purpose of paying insurance premiums, partial suf^rt 
of wife, children, or other dependent relatives. This form is not to be used for 
application for the family allowances. Family allowances are paid on W. D., 
A. 6. O., Form No. 625 (Application for Dependency Benefits). "Family allow- 
ances” are required by law if eligible dependent makes application therefor. 
“Allotments” are voluntarily made. 

All communications heretofore addressed to the Allotment Division, Office of 
the Chief of Finance, relating to United States Government life insurance and 
National Service life insurance (class D and class N allotments) , will be addressed 
to the Examination Division, Temporary Building X, 19th and B Sts. NB, 
Washington, D. C. All matters relating to class “E” allotments will be addressed 
to the Office of Dependency Benefits, 213 Washington St, Newark, N. J. 
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16. Notification of Discontinuance of Allotment (W. D., A. G-. O. Form 
No. 30). 

Reference: AR 35-6620. 

When used: When allotments are discontinued. 

No. of copies : Duidicate. 

Distribution : Original for class “B” allotments to Office of Dependency Benefits, 
213 Washington Street, Newark, N. J. ; for class “D” and class 
“N” allotments to the Examination Division, Temporary Build- 
ing X, 19th and B Sts. NE, Washington, D. 0. 

None. — ^Before attempting to accomplish this form read thoroughly AR 35-5520. 
Care will be taken to insure accuracy of serial number, and the correct spelling 
of all names and addresses. For officers, no signature of the personnel officer is 
required. For all enlisted personnel, however, the personnel officer must certify 
that the information on the form is correct. 




Note. — ^The Allotment Division, Office of the Chief of Finance, has become a 
imrt of the Office of Dependency Benefits, 213 Washington St., Newark, N. J. 
All matters pertaining to Class E allotments will be addressed to that office 
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17. Furlough (W. D., A. G. O. Form. No. 31). — o. Front. 

Reference: AR 615-275 and 40-506. 

When used: When enlisted man is authorized to be absent from duty and/or 

station. 

No. of copies : Duplicate ; original only is signed. 

Distribution : Original to enlisted man ; duplicate to file with service record ; 

upon return of enlisted man, both copies to disbursing office 
which pays him. 

Note. — Prepared in unit personnel section upon request from organization or 
detachment commander. “Memoranda from Company Commander” may be signed 
by unit personnel officer. Sent to organization or detachment for signature of 
enlisted man; thence to unit commander for signature. Original returned to 
organization or detachment for delivery to enlisted man; duplicate filed with 
sei*vice record until return of enlisted man. 



(1) Quote the Army Regulations or, if special authority necessary, quote that 

authority. 

(2) Last name, first name, middle initial. Army serial number, grade, company, 

regiment, and arm of service. 

(3) Show number of days authorized to be absent; date enlisted man is per- 

mitted to depart; strike out wording between (•) and (,) unless enlisted 
man is returning to United States from foreign service; date furlough 
terminates and last full day of absence. 

(4) City and State enlisted man is authorized to visit ; if special authority is 

g,ranted to visit a foreign country, the country to be visited ; date enlisted 
man must join his organization or detachment for duty. 

(5) Organization and station to which enlisted man must repwt upon expira- 

tion of furlough; if on furlough in United States from foreign service, 
nearest point of departure from United States. 

(6) Place or station at which this furlough is granted. 

(7) Date furlough certificate is prepared; signature and typewritten name of 

officer granting furlough. 

(8) Grade and arm or service of officer signing furlough followed by unit cona- 

manded by such officer. 

(9) Show date of last full payment and any partial payments received since 

that date. 

(10) Should be the date preceding the first date of absence entered in (3) above. 
* (11) Furloughs enlisted man has had during this enlistment period. 

(12) Description of physical appearance of enlisted man at present time. 

(13) Signature of enlisted man and address at which he can be reached while 

on furlough. 

(14) This statement is applicable only when enlisted man elects civilian medical 

attendance when Army or other Federal facilities are available. See 
paragraphs 2, 3, and 4, AR 40-605. 

(15) Signature and typewritten name of commanding officer of organization to 

which enlisted man belongs or of the unit personnel officer. 

(16) Grade and organization of officer. 

Note. — Upon return of enlisted man the original is taken up from him, sent to 
the personnel officer, who will accomplish certificate on reverse side of form 
relative to bis return from furlough. After signature by organization or detach- 
ment commander both copies are forwarded to the disbursing officer who pays 
him. Disbursing officer will compute amount of ration allowance due enlisted 
man and make payment direct to him. 
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ORIGINAL 



FURLOUGH 



TO WHOM rr MAT covonv: 

Fanauit to aathorlty givaa ia.J 

BOAf 

(Lwt nuM) 



(3d Ind, Ltr Hq Ath Dir,) 

iXl 



. .Jpo 

(Flnt nun«) 



10 



. WBIOHOH it Atrtby grtatod lo(l«) 

<Otr* tan nfanoM to ontan or otlMT sathoritj) 

A. 36aQ09 » g7. m Co L. 100th Infantry (2) 

(MJddli inlUal) CAnny Mrial oainlMr) (Oiwlt) ifToniptiiy, tad urn of Ttrto) 

t. Juiw 25 > , I*4i2_(3) 

(LMCtftyoffvloaih) 

He is anUiorized to Ho will roport for datj oa or boforo..^!^!!^..?^Ji 

0oyOaaloi«tafa> 

^ JJonamandii^ Officer, Compj^ L, 100th Inf€uiti^, PortJDix, New Je re^ 

'* YOrfliiinlVaVroniiito'ttatkd^'ar'^t^'auui^^ 

Fort Dix, New Jera^ 



foT—^ dajt lA?...,* 

(Flnt d «7 of abMiiet) 



Dato. 



Ju ne 15, t M 



_(5) 
( 6 ) 
(7) 

A* MbAWX ^ i 

C.^»-I„,.?: 99 th.tol.( 8 ) 



I^COE A. BIXBT 



MEMORANDA FROM COMPANY COMMANDER 

This soldier vss lost psid In foil to tnelndo. .Mw. -iiiiii I -1111111 nt-ir Till ll■lr■■1llllllH■lll^lll(-'J 

.ItnWIITftif 'l%U*Tnrnr7^ win bo included in the ration account of his orgaaisatioB to inoludo 19.ife2(l0) 

Frofiont furloughs in current onUstment:... IL (H) 

Soldier’s ago years; height ^ feet inches; build ; eyes — ; hair ,*(^) 

eomploxion.^.^r. ; signature ^ ; address on furlough — J.( ^3 ) 

^OE A. ROE 

He has been informed that the OoTomment will not pay hospital or mediMl ospeases iDOUfredC^) 

by a soldier while oa fariough. (Aot of Congress of Marc h S. 19 8S.) 

^ (15) 

'JOHN P. SMITH »»«*-*«•> p*_«nnal 
Captain, 100th InfantiaJE2I!212. ^ Officer 

'‘ior^Aeta.) ‘ 



EROKE fo Bean loiioBit VHDi sKouir. on m m MiMi or mi AOTMiof 11 

(Wbaa w niwied tiM owtUmto abere wiD aot be coapitted SBiU eopteeil bilew to ntaiaid) 



wr. Don A. o. o. Bocm Wo. at 
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6. Reverse. 

Reference : AR 616-275. * . 

When used : When enlisted man is authorized to be absent from duty and/or 

station. 

No. of copies : Duplicate ; original only is signed/ 

Distribution: Original to enlisted man: duplicate to file with service record; 

upon return of enlisted man both copies to disbursing office which 
])ays enlisted man. 

Nom — ^Pagie two is prepared immediately upon return of enlisted man from 
furlough and is signed by unit personnel officer or is sent to organization com- 
mander for signature; thence to disbursing officer for payment of ration mon^ 
allowance. 



(1) Date enlisted man actually returned from furlough; if this date does not 

correspond with date shown on face of furlough as “day due to return,” 
strike out that part between (*) and (,). 

(2) Signature of organization or detachment commander. 

(3) Grade and organization of signing officer. 

(4) Station of preparation of this certificate ; organization commanded by signing 

officer. This certificate may be signed by personnel officer if he so desires. 
Source records : Item 1 : Morning report. 

Item 2, 3, 4: Self-ezfdauatory. 





THE ARMY CLERK 



App.— 17 



CERTIPICATB AS TO DAT B Of ARR IVAL W ITHIIT C ONTTNENTAl UMITS OF U. S. ^ 
AMD SUBSISTENCE FURNISHED EN ROUTE. 

TeM^ n,poa which * toMtar to «a rooto to tbt Unltid 0C«tM for forbiqilg wffl (wtliy biltnr « to date of anlTOX wltliln th« ooDtlBMitel limiu 
of tho United StetMr and M to MbMoe* tamtohod « loatoL 

I certify thht suboiotence waa fnmiAad 1h% noldiar namod in thin cartidcate of fuiloog^ from 

19..^, to 19 I both dates inclodya, on 

(OotoorMriTaliaU.BO 

wtdch aixlved at 



(Ovede Olid other o 



CERTIFICATE AS TO DATE OF ARRIVAL AT AND DEPARTURE FROM MILITARY 
STATIONS. EN ROUTE FROM FURLOUGH. 

la retmnliic fhnn fvlocvh to n etoti<Bi beyond the caatlnentel Ihnlte of ttw United Stateo the eoldtor win loport to the aeiUtacr euttoa aeeiw 
Oit the point oldeportare from the* United Statei. The date of hit wilTal at fjad depottmo from loeh stattoa wflt he noted below, with o 
MamMOtoCnbetotenoe Ihmiehed. Whmtwnepertetknor nnniniTit e t l on ol wtione to hrm i ihed th e eo l d to r morning toot tolocth,i>ottlon 
will bo undo below. 



I oectify that tha soldier named hae^ reported lor dntgr at ntelka on . 



*teaa sttbaiatad from . 






B# left thie Station pmenant t 



I fUnkbad ^oom- 



CERTTPICATE OF SOLDIER’S IMMEDIATE COMMANDING OFFICER 
AS TO HIS RETURN FROM FURLOUGH. 



OoanBateiUanofrottoBewffllbopeidthoealdlerfortheiadaitTadatoeofthelMelanlncnad aadofhlefnileafh. Tbo eoldier^ crfe nl ee tl oc 
li not oatmed to drew nttone lor hha within looh IndnstTO dntee. 

Diis soldier reported lor dufy *ae required by this furious^ certificate, on — ^ 
and will be included in the ration account of bia oiganixatioD beginning with the day follow iM ^ end of the period 
for idikh ha has lecaiTad zationa in kind or commutation therefor. /) 



Captain. lOQth Infantry 

(Onde^eto.) 

Personnel Officer 



Fort Dix, N, J. 
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18. Individual Clothing and Equipment Record (W. D., A. G. O. Fprm 
No. 32). 

Reference : AR 85-6680, 85-8720, 85-6560, and 615-40. 

When used : By every enlisted man when any article of clothing or eqiiipinent 

is issued to him, or turned back to the supply sergeant. 

No. of copies : Original only. 



INDIVIDUAL CLOTHING AND EQUIPMENT RECORD 



CLOTHING AND BQVIPAGE 



ABTICLBS ^ 




ISSOM 


Tvbmio V 


1 


t 
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• 
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■ • 


Date taw 
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: Stnuige Jack Elmer 3394645 

dMilii'ij Vrim*o«M) XiAia^nuai) V^my »^ou«bir) 



1st Sgt 



jpj? 

ina'w acrvi^' 



Enlisted ytt% 

*Usa lend peodi oo this lias nnd eorract ■ 
W. D., A. a. O. Form Vo. M • 

Februwy M. IMS 
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This form is used in every transaction between 
an enlisted man and the supply sergeant. It is 
a complete statement of what the enlisted man 
has in his possession at any time, and includes 
all items of Government property that have Wn 
issued for permanent use. The date the articles 
are issued is shown in the square at the top of 
the face of this form. (See model.) The size of 
the article is shown in the column opposite the 
particular item issued. The number of each item 
issued is shown in the squares under the date col- 
umn. A new column will be used for every day 
of issue by or of return to the company supply 
sergeants. The columns headed “turned in” are 
used in the same manner as those headed “issued.” 
Each column will be initialed by the enlisted man 
and an ofl^*er of the company. A line will be 
drawn through all squares that are blank — in red. 
ink if possible. (See form illustrated.) 



TIM MitaM M'S tattmi Minis Ite ti 



■ sfthsartMntitts« 
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C5) Enter size of articles, if any. 

(6) Enter price of articles. 

(7) Enter total value of all articles to be charged. 

(8) Enter grade, name, and Army serial number of enlisted man or enlisted 

men. 

(9) Enter number of articles lost by each individual on his line and in the 

column describing the article! 

(10) Enter the total amount charged to each enlisted man individually. 

(11) Enter cause of charge made to each individual. 

(12) Receipt and certificate of commanding officer. 



(13) Number of items requisitioned. 

(14) This statement, initiated by personnel officer, will appear on the face of 

the form. 

(15) Accountable officer. 

(16) To be signed by commanding officer. 

(17) Receipt by salvage officer of damaged articles only. 



(18) Voucher to stock record account of officer accountable for the articles 
charged. 

Nom — ^Although not required by Army Regulations, it is advisable to obtain 
the signature of the enlisted men concerned, after the following statement: 
“I hereby waive my right to the action of a surveying officer under AR 35— G640 
and acknowledge the correctness of the charge.” If space on the front of the 
form is insufficient, the statement, followed by the signatures, may be placed 
on the reverse of the form. 



19. Statement of Charges (W. R., A. G. O. Porm No. 36). 

Reference: AR 345-300, 35-6620, 35-6640. 

When used: When enlisted man pays for lost or damaged property. 

No. of copies ; Three. 

Distribution : Two to accountable officer ; one to organization' file. 

(1) Name of supply service to which property pertains. 

. (2) Statement whether (ffiarges are to be deducted on final statement or pay 
rolL 

(3) Enter month and year. 

(4) Description of articles — to be listed In separate columns. 
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* STATEMENT OF CHARGES ifHOil mm iW 

(Nm« rapplV ra «r pwUlM) 

On finnl ■utamanta of ttYrr g T t i r « rTTT« M « ryrTT M -TTf’girRirinnniTrg^r* 

on pay roll if ■^...Cpag»Qy...L^.. l.QQt^^ for month of^l.. 




1 certify that the eUteffienU hereon are complete and correct, and that the chargee have been made for the leaaons eUted. 

(14) Entered on eervice Mcorde . (J-^) , 

^ Hugh G^fiean 

PersO^leTorricer CflPttj.a .XQQth Inf.Cemmendtnf.CQ.X 



The articlee liated ha damaged, under the heading *'Cauae of charge” above, have been received by me for aalvage. 



Voucher to Stock Recon 



•^^Aclount of nS“ 



the accountable offlcer . 



Quartennaeter 



(Orsaalutioa or oa*ac7/ 

Fto Washing^nj»'kd. 
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20. Report of Physical Examination of Enlisted Man Prior to Discharge 
or Retirement (W. D., A. G. O. Form No. 38). — a. Page L 

Reference: Paragraph 8, AR 40-100. , 

When used : Within period of 72 hours prior to discharge or retirement of en- 

listed man from active Federal service. 

No. of copies : Prepared in duplicate ; all copies signed. 

Distribution : Original to The Adjutant General with service record. 

Duplicate retained in file. 




(1) Last name, first name, and initial with Army 

serial number in that order. 

(2) Grade, organization, and numerical designa- 

tion of unit with arm or service. 

(3) Main occupation prior to entry in service. 

Not filled in when : Dischargea for physical 
disability — ^Discharged because of confine- 
ment by civil court. 

(4) “Yes’’ or “No.*' 

(5) Brief description of disability, if any, with 

nature and location ; if none, leave blank. 

(6) Date and place of Incurrence of disability, if 

any ; if none, leave blank. 

(7) Briefly, circumstances including type of duty 

being performed when injured ; if none, 
leave blank. 

(8) Signature, ink or indelible pencil, of person 

named in item (1). 

(9) Strike out those parts not applicable to this 

case. 

(10) Date injury incurred, if any; if none, leave 

blank. 

(11) Nature and. location of disability, if any; if 

none, leave blank. 

(12) Briefly; including type of duty in which en- 

gaged when disability incurred; if none, 
leave blank. 

(13) State opinion by striking out part not appli- 

cable; if none, leave blank. 

(14) Signature of immediate commanding oflicer 

with name typed ; place and date where 
report is rendered. 



Source records: 

Items 1. 2, and 3 : Service record of enlisted 
man. Items 4, 5, 6, and 7 : Questions read di- 
rectly to enlisted man and bis answers re- 
corded. Item 8 : Enlisted man, unless condi- 
tions indicated by ♦ prevail. Items 9, 10, 11, 
12, and 13 : Immediate commanding officer of 
enlisted man based on sick book entry, if 
available. Item 14 : Commanding officer of 
enlisted man. 



Notb. — Items 1, 2, and 3 completed in unit 
personnel section. Form then sent to organi- 
zation commander who questiofis enlisted 
man on items 4, 5, 6, and 7 recording answers. 
Organization commanding officer then fills in 
items 9, 10, 11, 12, and 13 after which enlisted 
man is sent to infirmary for physical exaiutna- 
tion. (See page 2.) 
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h. Page 2. 

Reference : Paragraph 8, AR 40-100. 

When used : Within period of 72 hours prior to discharge or retirement of en- 

listed man from active Federal service. 

No. of copies : Prepared in duplicate ; all copies signed. 

Distribution : Original to The Adjutant General with service record. 

Duplicate retained in file. 

Not completed when discharged because of confine-' 
ment by civil court. 

See ( • ) on page 1 this report. 

Note. — (1) to (16), inclusive, are completed by 
Medical Corps personnel. 



Source records : Items 1 to 12 : 

By actual physical examination of enlisted man. 
Items 13 to 16 : Examining officer or physician. 



Note. — If an officer is not available, the exami- 
nation will be omitted unless the enlisted man, in 
his opinion or the opinion of his commanding 
officer, has a disability and is so recorded on page 1 
of this form under (♦’I. In this event a civilian 
physician will be employed. Should the declaration 
of enlisted man under (*) on page 1 be at variance 
with this examination, page 3 of this form will be 
completed by a board. 
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c. Page S. 

Reference : Paragraph 8, AR 40-100. 

When used : Within period of 72 hours prior to discharge or retirement of en- 

listed man from active Federal service. 



No. of copies: Prepared in duplicate; all copies signed. 

Distribution : Original to The Adjutant General with service record. 
Duplicate retained in file. 




If tbft declaration of the enlisted man on page 1 
and the certificate of the examining surgeon on 
page 2 do not agree, this page Will be completed 
by a board of review. 

( 1 ) Strike out the part not applicable to this case. 

(2) Full description of the nature and location of 

the disability, based on a critical examina- 
tion of subject and careful consideration of 
the resultant findings. 



(3) Strike out part not applicable to case under 

consideration. 

(4) Signature of senior member of board. 

(5) Signature of next senior member of board. 

(0) Signature of Junior member of board. 

(7) Place and date of rendition of report. 



Source records : Items 1, 2, and 3 ; All based 
on findings of the board of review. 
Items 4, 5, and 6 : Each member of board of 
review. 

Item 7 : Senior member of board. 



Noth. — T he board of review will consist of 
not less than two nor more than three medical 
officers, one of whom may be the medical officer 
making the examination recorded on page 2 of 
this report. This board may be dispensed with 
only when the required number of medical offi- 
cers is not available. Upon completion, the 
form is returned to the personnel officer 
who initiated it. 
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21. Notification of Discharge (W. D., A. G. 0. Form No. 39). 

Beference : AR 345-465. 

When used : In the cases of all enlisted men about to be discharged at a place at 

which there is no officer provided with funds to make payments 
on the final statement. 

No. of copies : One. 

Disposition : To the disbursing officer who is to pay the account. 



NOnnCATION OF DISCHARGE 



Paso Robles, California (l! 

gitmt 

September 16 , j*U2(2 

To Orntmtora Omei-^-MSllSj (3 



Stromsen, 


peter 


K. 


(Last BUM) 


(FlntBMBC) 


(Middle laOleO 




130001»57 




Private 


(Glide) 




(SpedallBt ratlDg) 




•H 

1 

s 

u 

t 


(OifudnUon) 



.(li; 

<5 

will be diecherged from the Ecrvioe of the United Stetee 

... September 23. i»U2(6; 

. of (7 



SlgBAttnec 






THOMAS Q. A imKDE R 

iNams typiM or pi^t^ 



Captain^ $ l 6th Q W Bn 

(Ofodo aa<rarginiEitlne) 



■ximtUA... to 
(9 

_IW 



O. Oi. VOrrn No. 89 

" 1M0 

lo~>uaD» s. ■. 



(1) Station or place enlisted man’s organ- 

ization is located. 

(2) Date of preparation of W. D., A. G. O. 

Form No. 39. 

(3) Station at which disbursing officer ia 

located who will pay the account. 



(4) Disregard “Specialist rating.” 

(5) Complete identification of organization 

if separate company or battalion. 



(6) Date of separation from service of en- 

listed man. 

(7) Signature of enlisted man in signature 

order, including middle initial. 

(8) Signature of immediate commanding 

officer or personnel officer. 

(9) Typed name of immediate commanding 

officer or personnel officer in capital 
letters. 

(10) Grade and organization of immediate 
commanding officer or personnel 
officer. 
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22. Certificate of Disability for Discharge ( W. D., A. G. O. Form No. 40).— 
a. Page 1. 

Reference : AR 600-600 and section II, AR 615-360. 

When used : Whenever an enlisted man is to be considered by a board of officers 

for a disability discharge. 

No. of copies : Quadruplicate. 

Distribution: One to board of officers, one to regimental headquarters, and two 
to The Adjutant General. 



(1) Prom front cover, service record (S/R). 



(2) From front cover or p. 2, S/R. 

(8) From p. 5, S/R. 

(4) From p. 2, S/R. 

(5) From p. 2, S/R. 

(6) From p. 2, S/R. 

(7) From p. 3, S/R. 

(8) From station hospital report. 



(9) From company sick book. 

(10) From station hospital report. 



(11) From company commander. 

(12) Prom station hospital report. 



(13) From station hospital report. 

(14) Prom regimental headquarters. 

(15) Post, camp, or station where certificate 

is prepared. 

(16) Date on which form is initiated. 
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ft. Pages 2 and S . — For reference material and other information see page 1 
of Form No. 40. 




(page 2) 



(1) From board report. 



(2) From station hospital to enlisted man*s 
unit commander. 



(3) Unit commander's action. 
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0 . Poffe 4 - — ^For reference material and other Information see page 1 of Form 
No. 40. 



109th Inf PIT 3«pt 30 
14th Inf C«np Roberts, Cellfomia 

Um tf itirt 



(1) 

A2 



m Bury P« Jteloco, Co "A " 

llfth to autl^ Omp 

Roberts. Csllf for dischsrcs 

"- Rp prored # 

Major General McOoemin 

CARL 

4th 

1942^ TO: CO Hq Co Station Complement 
Camp Robert s ^ C al if » 



Soldier transfe red to y our c omna nd pe r 
par 4, SO 239 this H q da ted Oct 1. 194 2 



For the C op^ ^ Officer; 






Capt AGO 



..^tfeU. ZadoTMauiU (3) 



Rob.ru.ciif 



_,v. second Oct ober 






••4 VM tenUad «hh a diaalaiga ^^ll^l■H aai ■ iaal aaa> 

■aaia, la darina to W adirMHi at i2.o*iLS.t.jm«wtma, 

•»wrf-7An.<L«r<iiux._: iM.K.„.^54iSfiS„. 

HEHR T P/HARRI3 

Capt CUP 

(Siiiiaaiii^i'' 

a- a. aavoiMaaT paiatiaa ar# icf to— latfa'I 



(1) ForwnrdiHl by Indorsment. Here is the 
authority to issue trau5;fer orders and 
discharge. 



(2) Transfer orders have been Issued. 



(3) Forwarded by indorsement along with 
service record and all allied papers 
for discharged enlisted man to The 
Adjutant General. 



Note. — Clerks of respective headquarters 
will prepare the indorsements on competent 
authority 
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23. Designation or Change in Address of Beneficiary (W. D., A. G. 0. Form 
No. 41). — a. Front. • 

Reference: AR 600-600 and Circular No. 296, War Department, 1942. 

When used: At any time eligibility of any relative as beneficiary begins or 

ceases or enlisted man desires to change beneficiary. When 
address of beneficiary changes. 

No. of copies : Original. 



Distribution : To The Adjutant General. 




(1) Last name, first name, middle name. Army 

serial number, grade, organization and unit 
of designator. 

(2) Pull name of wife ; if no wife or if she is 

deceased or divorced, so state ; full address 
of wife. 

(3) List all minor children, giving full names; if 

no children so state; if address is same as 
that given in (2) do not repeat, but so state. 

(4) Pull name and address of beneficiary; if not 

wife or children, show relationship ; if des- 
ignation is declined, designator must state 
in own writing on this line, ‘T decline to 
designate any person beneficiary.*' 

(5) If beneficiary is designated in (4) but none 

in this space, designa,tor must enter in own 
handwriting *T decline to designate an alter- 
nate beneficiary." If alternate is desig- 
nated, state full name, relationship, and 
address. 



Note. — ^Prepared on notification from organization or detachment commander 
by clerk in unit personnel section. Returned to organization for signature of en- 
listed man and witnessing ofldeer (personnel ofldeer may sign as witnessing ofllcer). 
After service record is amended to conform with information shown on card, the 
card is mailed direct to The Adjutant General. 
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h. Reverse. 

Reference: AR 600-600 and Circular No. 296, War Department, 1942. 

When used: At any time eligibility of any relative as beneficiary begins or 

ceases. When address of beneficiary changes. 

No. of copies : Original. 

Distribution : To The Adjutant General. 




(6) Enter full name and relationship of nearest 

relative ; if same as beneficiary, do not 
repea^t address. 

(7) Full address of nearest relative if other than 

beneficiary ; otherwise, do not repeat address. 

(8) Full name and relationship of person to be 

notified in case of emergency. 

(9) Do not repeat address if person named in (8) 

is a beneficiary. 

(10) Signature: first name, middle initial, and last 

name of designator in .that order. 

(11) Station at which this card is prepared and 

date of preparation. 

(12) Signature of witness : first name, middle initial, 

and last name in that order. 

(13) Name of witness typed: first name, middle 

ini.tial, and last name, followed by grade 
and arm or service of witness. 

Source records : 

All information from individual concerned, but 
should be checked against service record. 



Nam — ^Prepared on notification from organization or detachment commander 
by clerk in unit iiersonnel section. Returned to organization for signature of en- 
listed man and witnessing ofilcer. (Personnel oflScer may sign as witnessing ofl5- 
cer.) After service record is amended to conform with information shown on 
card, the card is mailed direct to The Adjutant General. 
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24. Emergency Addressee and Personal Property Card (W. D., A, Ot. 0. 
Form No. 43), 

Reference : Circulars Nos. 338, 353, War Department, 1942. 

When used : By every member of the command as needed. 

No. of copies : Original only. 

Distribution : To file in unit personnel office ; upon transfer, to the new unit with 
the service record. 




This form is self-explanatory. The entries 
can all be obtained from the individual. For 
distribution upon transfer to foreign service, 
see paragraph 26, Circular No. 338, War De- 
partment, 1942. Care must be taken not to 
fold or crease this card. 




3 
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25. Extract OopY of Homing B^ort (W. !>., A. O. O. Form Ho. 44). 

Reference: AB 615-300; paragraphs 82, 116, and 117, Manual for Courts 

Martial, MOM 1928. 

When used: Whenever listed man. is dropped from rolls. 

Whenever documentary proof of absence without leave is neces- 
sary for use in trials by court martial. 

No. of copies : One copy. 

Distribution : AWOL: Original copy is pasted in service record. 

Trial court martial : All copies to accompany charge sheets when 
forwarded for Investigation. 

Nom — ^Prepared by clerk in enlisted subsection. Sent to organization for sig- 
nature of organization commander. Returned to personnel officer for distribution 
with other records. 

.Martin, John V, 361 00796 

“TCSnsSt <fiM (l) .(l) Name, serial number, grade, and or- 

. ._$empanr L. XOOtb Infantiv ganization of absentee. 

lOnde) (ciimir, 



miuCT COPT OP MOBNING REPOST OF— > 

Company L lOO th Inf anti y (2) 

i S w fid f . twwift i tot a rtim sa t) 



(2) Name of or^niaation as abown bj 
morning report. 



mmm, a» ma? 

C600 Prt Martin 36100798 dar to JOfCOu (3) 



(3) Bxact quotation from the morning re- 
port of the remarks pertaining to title 
enlisted man under the date shown. 
This entry must include full dates. 



Co L 100th Infs Ft Dlae. HeJa Fab 9« Vi l3 (4) 

i O i Ul Hi iii UM z mm ef mi mmi zo <DMa) 

i, (5) 

( W— s . grads, and aias ar aanrlae) ' 

thatlam tijgcomiMiidiiigofltogrof .Co L^ 100th Llf (6) 

(Oomplala dsatgaatte 

. and oOdal cmtwdiin of tlw momlnc ropwts 



of Midoomm^^ that.tho forofolas b a tnw and coai- 



nltto cm (iaelndii« m alfnataxa w initialg amMaring 
ttioreon} of that part of the moni^ report of saidTom* 

Fo rt Dte. New Jersey (7> 

CSlatiaa) 

for tha dates in d t ea t od In said eop/ whkh rolatea to 



(IMUa 



IT, gmda, aad asgaalMlIan af i 



, 100th Infantix. 




TOLLIAi: Ls ^*E3 



(9) 



(4) Enlisted man’s organisation, station, 

and date. 

(5) Commander of the organisation, the 

morning report of which is quoted 
in this extract. 

(6) Complete designation of the organi- 

zation. 



(7) Location of organisation at time report 
. is pr^ared. 

(8) First name, initial, and last name. 

Army serial number, grade, and or- 
ganisation of the absentee, in that 
order. 

(9) See (5) above. 



Captain^ 100th Infatytiy, (lO) (10) 

(Onids Md am «r awvte*) 



Grade of commander with his arm or 
service* 






Votmlfa.dd 



Note. — The company or detachment com- 
mander is the custodian of morning reports. 



Source records: 

Morninfir report on which enlisted man was 
recorded as an absentee. 

Service record of enlisted man. 
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26. Descriptive List of Absentee Wanted by the United States Army (W. D., 

A. G. O. Eorm No. 45). 

Reference: AR 615-300. 

When used: At such time as an enlisted man absents himself from his organ- 

ization. 

No. of copies : As many copies as necessary to make distribution indicated below. 

Distribution: One copy attached to service record; one copy to each of the 
following : 

The commanding general of the service command in which the ab- 
sence occurred, the service command of the absentee’s residence 
and the residence of the next of kin, and to such other service 
commands as may be deemed advisable, the absentee’s local 
board, the field agency of the Federal Bureau of Investigation 
nearest the absentee’s residence, the chief of police of the town 
and the sheriff of the county of the absentee’s residence and to 
the law enforcement authorities of any other place to which it is 
likely that the absentee may have gone. 



DESCRIPTIVE UST OF ABSENTEE 
WANTED BY THE UNITED STATES ARMY 

(SM AR ilS-800) 

The man deacribed below is absent from the United 
States Army, and his return to military control is 
desirsd. If apprehended by you, either deliver him to 
the nearest military fort, camp, or held, or hold him 
and inform the nearest miliUry fort, camp, or held by 
the most rapid means available to you that he is in your 
cautody. Address communications to the Commanding: 
Officer (never to a named individual). Fort 90UB|9 

JMM ngtj m..... .... or .„.B.9.Uin6 PWd, 

or .Third.,...., S«rviea Command. 

For payment for expenses and services see paragraph 
2 on the reverse side of this form. 

Richard p.* 693.7650 (2] 

(Lut Baa*) (First mom) (Mi^« initial) (Army Mrial num^p ^ 

.Sergeant 

(Gra^) (Company, cogimvitt arm or MrvicoJ (A 

Accopted for enliatment U 

Enliated 19..4.015 

at Fo rt Washington, jlaryland (6 , 

AbMDtod Umaelf ....E?hr^ry..il 10..^7] 

at For t W ashington, Maryland (8 , 

Boin IIT (9! 

, . (Town or city) (SUto or country) /x 

Race , wM.t e (1,0. 

aiT’ M^can. FiUpino, Negro. Japanese, stc.) . 

Age years; occupation ..S.alesnan (H 

Eyes .fiiCfi!®-.; hair 3X.9m^; complexion .Ruddj^(K 

Height ^.6 feet ii.:... inches. ( 13 , 

,1621_pratt .St , ji..Pal.ti.nore 

Neuott reUUvo “T.? 

. . (Nairn and dekree of relatibn^ip) , ( 15 

.J621..Pr(i.tt..Stej...B^I^^ 

(Address) 

Person to be notihed in case of emergency as given by 
soldier: 

(NaBM and ^ree of relii^tionthip ; if friepl so sUU) (^6 

1621 Pratt St#, Baltinore. Mainland 

*(Add'r4«y 

Remarks.-— P rominent scars and marks; also any 
peculiarities in appearance^ cloth.ing worn, or any other 
wonnation whi^ may aid in apprehension, 
large soar over left eye (17 



Fort Washington;^ Ma^l^d 





DAVID L.SraTtf“*“’“* /nod 



(Grads and orsaaisatioa) M 

February 17 , ,94^3 (201 



(Date) 

W. D., A. a 0. Farm No. IS 
Jaaaary IS. 1S4S 



(1) Enter appropriate station, field and 

service command. 

(2) Enter name and Army serial number. 

(3) Enter grade, company, regiment, and 

arm or service. 

(4) Enter name of city or town in which 

enlisted man was accepted for enlist- 
ment or induction into the Army. 

(5) Enter date enlisted man was enlisted 

or inducted into the service. 

(6) Enter place enlisted man enlisted in the 

service. In the event enlisted man 
was inducted amend form to read 
“induction” instead of “enlistment.” 

(7) Enter date enlisted man absented him- 

self from the service. 

(8) Give name of place of station from 

which enlisted man went absent. 

(9) Enter name of town or city and State 

or country enlisted man was horn. 

(10), (11), (12) and (13) are self-explana- 
tory, 

(14) Enter address, city, and State or coun- 

try enlisted man resided at time of 
enlistment or induction into the 
service. 

(15) Enter the name of absentee’s nearest 

relative, giving degree of relationship 
and address. 

(16) Give name, degree of relationship, and 

address of person to be notified in the 
case of an emergency. 

(17) Enter a description of clothing worn 

by enlisted man at time of escape or 
desertion and give a description of 
any identifying marks that may aid 
in apprehension. 

(18) Enter location or station of unit at 

time form is completed. 

(19) Enter name, grade, arm or service, and 

organization of officer initiating 
report. 

(20) Enter date form is completed. 

Source records: Page 2 of service record. 
Remarks in morning report. 
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Descriptive List of Absentee Wanted by the United States Army (W. D., 
A. G. 0. Form No. 46 — Beverse). 



1. Any civil oAeer hnving nutliority to niTMt offond* 
er« may arrtst a man ab(^t without loavo from tho 
miliUry servica of the United Sutet when authorised 
by any military oAccr, and deliver him into the custody 
of the military authorities of the United States. Receipt 
of this form or a communication (oral or written) from 
an Army officer stating that a named person is absent 
without leave is authority for arrest and detention. 

2. The following payments will be made for servkee 
and expenses: 

Arrest |1S 

Arrest and delivery to a fort, camp, 
or held |2S 

8. The payment mentioned above will be made to the 
person or persons actually making the arrest and the 
turn-over or delivery of iht person arrested. If two or 
more persons Join in performing these services, payment 
may be made to them Jointly. Payment will he made 
whether the absentee surrenders or Is apprehended. 
Payment will not be made merely for information lead- 
ing to an arrest or for an arrest not followed by the 
return of the person arrested to military controL 

4. Foments will be made by the disbursing officers 
of the Finance Department, and will be in full satisfac- 
tion of all expenses of arresting, keeping, and delivering 
the absentee. 

5. Officers ind employees of the United States Gov- 
ernment may not legally be paid Uie payments men- 
tioned above, but reimbursement may be made to them 
or to the department in which they are employed of 
actual expenses of arrest, detention, and return to mil- 
itary control of absentees liable to trial, not exceeding 
|26 in each case. 

6. When a detained soldier claims that he is not 
absent without leave and does not have papers to prove 
it. the arresting officer should at once communicate 
direct, by the most rapid means available, with the 
commanding officer of the fort, camp, field, or organiza- 
tion to ascertain the soldier’s correct status. 

7. When the commanding officer of the nearest fort, 
camp, or field has been informed of the arrest of an 
cbsentee and. after 24 hours, no reply has been received, 
the arresting officer should communicate direct (pref- 
erably by tdegram) with the commanding genc^ of 
the nearest service command. 

8. When an absentee has been deliver^ to tAe mil- 
itary authorities and payment of expenses and services 
has not been made within 10 days, the arresting officer 
should communicate by letter with the commandiing 
general of the nearest service command. 

0. Service commands are located as follows: 

First Service Command. Boston, Mass# 

Second Service Conunand Governors Island, N. Y. 

Third Service j[^mmand Baltimore, Md. 

Fourth Service Command....... Atlanta, Ga. 

Fifth Service Command Fort Hayes, Ohio 

Sixth Service Command. CHiicago, 111. 

Seventh Service Command Omaha, Nebr. 

Eighth Service Command.... Dallas, Tex. 

Ninth Service Command. Fort Douglas, Utah 

«. •. MVCMMiaf Miatiaa •rrtcf !•— MMI-t 



Digitized by Google 



236 



Original from 

UNIVERSITY OF CALIFORNIA 





THE ARMY CLERK 



App.— 27 



27. Iteport of Betarn of Absentee from the United States Army (W. T>., 
A, O. O. Form No. 46). 

Reference : AR 616-300. 

When used : When an absentee surrenders or is delWered at a military post, 

camp, or station. 

No. of copies : As many copies as necessary to make distribution Indicated. 

Distribution: A copy to each person to whom W. D., A. G. 0. Form No. 45 
(Descriptive List of Absentee Wanted by the United States Army) 
was sent. Copy is attached to service record. 



REPORT OF RETURN OF ABSENTEE 
FROM THE UNITED STATES ARMY 

(SMAR6IAJ00) 



.D? 6987650.. (1) 

(LaatnaoM) (First nam*) (MiddU inMa)) (Army serial No.) 

( 2 ) 

(Grade) (Comnany. re«iasent. and arm or service/ 



who was reported as absent without leave 

from ^ 

(SUtUm) 

on ^ 



was returned to military control 



on 2.4. )| 



at port Washington, Maryland (6 ) 



(Sisnature) 

DAVID L. SMITH, (7) 



(Grade aad organisation) 

F9i:j{JftShini5.^n;,..)J.»OfA#n<* 

(Station) 

EBljj:jjRry.....?.4 (9] 

(Ot>u> 



W.D.. A. G. O. ?ofm No. 4S 

January IS, IMS ie-40isr-1 oeo dt 



(1) Enter name and Army serial number of 

enlisted man. 

(2) Enter grade, company, regiment, and 

arm or service of enlisted man. 



(3) Enter station from which enlisted man 

absented himself. 

(4) Enter date enlisted man actually ab- 

sented himself. 



(5) Enter date of enlisted man’s return to 
military control. 

(G) Enter name and location of place en- 
listed man was returned to military 
control. 

(7) Write out name, grade, and organiza- 

tion of officer authenticating report. 

(8) Enter place report is accomplished. 

(9) Enter date report is completed. 

Source records : Extract of service record. 
Confirmation copy of radio or telegram 
from station enlisted man absented him- 
self. 
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28. Application for Retirement (W. D., A. CK 0. Form Ho. 40). 



Reference : 
When need : 

No. of copies : 
Distribution : 



AB 616-385. 

When, upon completion of 80 years service, enlisted man desires to 
be placed on the retired list. 

Duplicate. 

Forwarded to next higher administrative commander. 



Note. — ^An enlisted man who desires to retire and who believes himself eligible 
will submit to his company or detachment commander an application for retire- 
ment addressed to the President through The Adjutant General. The form be- 
low constitutes the above application and will be comxdted from memory by the 
enlisted man or from such records as may be available. The organization com- 
mander will indorse the application and forward it to the next higher commander. 



(1) This section will be completed to show the total amount of time in the miUr 

tary service. For time to be computed see section I, AB 616-385. 

(2) Organization in which served during this enlistment. 

(3) Beginning date of enlistment. 

(4) Ending date of enlistment. 

(5) Total number of years served in this enlistment 

(6) Total number of odd months served in this enlistment. 

(7) Total number of odd days served in this enlistment. 

(8) Number of days lost to be made good under AW 107. See paragraph 8d, 

AB 615-385, for time not to be counted for retirement. 

(8) The mechanics for the entries in this section are the same as in (1) above. 
For time that may be counted double see paragraph 4, AB 615-386. 

(10) Total number of years service completed for longevity pay and place at 

which enlisted man desires to be retired. 

(11) Typed or printed name followed by Army serial number. 

(12) Signature of enlisted inan in same order as typed above. 

(13) Grade and organization of enlisted man at time of application for retirement 



Source records: All information is obtained from the service record of enlisted 
man. 



Digitized by Google 



238 Original from 

UNIVERSITY OF CALIFORNIA 




THE ARMY CLERK 



App. — 28 • 



APPUCATION FOR RETIREMENT 



Fort Dix, New Jere^. 



Septenber 1 , 



42 



RnmBMSiiT. 

To: Tku Ai>jutamt GnrasAL. 

I request to be pieced upon the retired Bet. 



My eenioe is M follows: 






— 

Aug 29, 1915 

Ali~2-^rW18' 

'Aug 29,“I92r 






-“O”- 



“0 






-d) 



J8) 



P? Mf 12 7th Infantry 
Co L, 16 th infant 



4]^ 30, 1912 
A\iglOV‘l9T5'^ 



None 

¥6ne" 



Co C« 16th infantry 



Aug 30, 1918 



None 



Hq Pet , 1 2 th I nfantry 



Aug 30, 1 921 



Aug 29> 1924 



None 



Co 3, 3rd Infyitry 






Aug 29, 1 927 



None 



C?..AA..?d„I.^.^.try 



Co H, 2d 



Co K, 2d Inf^ti 5 ^_ 

Oo K , 2d In 



AM.-3pj_l?27^ 






Sept 



Sept 



Sept 2, 1933 



Sept 



Sept 2, 1936 



Sept 



Sept 2, 1939 



Sept 



1, 1930 



1, 1933 



None 



1, 1936 



None 



1, 1939 



None 



1, 1942 



None 



Total... 



nr 



DOUBIX TIME rOR^FORSlCN SERVICE 


A-WjOX. 
wkll* on 


Furlomks wkilo 
ot^l^r^n 




PUm 


From— 


T«- 


Y-r. 


MaaUu 


Daya 


Days 


Months 


Daya 






















































































































1 










Total 












- 



I have completed - .^1 yean’ aervice for longevity pay, and deeire to be retired at (10) 

Fort DiJt, New Jersey JOHN D. WILLIAliS, R-129087 (11) 

(N«OM t7p«d or p^tad) 



^ (Bicnaton) 

1st Serge ant, Co K, 2d Inf antr y (13) 

' (Qfiido aad orgwliAtlan) 



er. A. O. o. vy>rm Mo. AS 

Map 10, 1184 



m. a. •••■■■■tHT MmriM armt 
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I 20. Becord of Payment of Betired Enlisted Xan (W. D., A. O. 0. Form 
Vo. 50). 

Beference : AB 615-305. 

When nsed : Upon retirement of enlisted man. 

No. of copies ; Original. 

Distribution ; The Adjutant General. 

Note. — This form will be prepared when service record and allied papers are 
accomplished for forwarding to The Adjutant General. It will accompany the 
service record and allied papers to The Adjutant General. 

(1) Last name, first name, and middle name in that order, followed by Army 

serial number. 

(2) Grade and arm or service at time of retirement. 

(3) Place where enlisted man can be reached for next 30 days after retirement. 

(4) City or town and State where enlisted man will be for next 30 days. 

(5) Last date of enlistment or reenlistment in Army. 

(6) Number of years for which enlisted, now extended for the duration plus 6 

months. Age at time of enlistment. 

(7) Number of years of active service completed at time of retirement 

(8) Grade and organization in which serving at time of retirement. 

(9) Date and place of retirement. 

(10) Quote authority authorizing retirement, with date of said authority. 

(11) State any service as commissioned ofiBcer. 

(12) To Include last date enlisted man was actually given subsistence in kind at 

Government expense. 

(13) To Include last date enlisted man was actually given travel rations while 

en route to home. 

(14) Deductions from pay for payment of premiums on insurance; show class of 

insurance and amount of deduction. 

(15) Date Insurance was last deducted from pay. 

(16) Pertinent remarks, including any additional pay data. 

(17) Signature of authenticating officer. 

(18) Place of retirement and date of preparation of report. 



(19) Permanent home address of retired enlisted man. 

(20) Signature of retired enlisted man followed by Army serial number. 

Source records : 

Items 3 and 19 from enlisted man. 

All others : Self-explanatory or from service record of enlisted man. 
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RECORD OF PAYMENT OF RETIRED ENLISTED MAN 

(8MAK«tf-MO 

Wllliaas John Dianond B-120987 



(iMtaow) (Vlntaaw) (MUdhi 

1s t Sergeant. Infantry 



(Amu Mrial nimibtr) 

D. S. Amy, retired. 



(Gmds sm or ____ 

Address for tiio n^ 80 days will b« YMCA Hotel, Williamsburg, 

(MvnlMrmid stmi orranl rooto ; if nom* M» Btatt) 

Williamsburg > Pennsylvania# 



(Gltr* town, or post oOm) 



serve 



( 1 ) 

( 2 ) 

(3) 

(4) 

Tlie sddier named above was last enlisted , 19_2z.., to \^) 

1 years; age at enlistment -4^ yearsand_^ months. (^) 

At date of retirement the soldier had completed over 30 years’ (7) 
active service. 

Last served as a_lalLS£jL. of Co. .E , 2d Infantry TtAgiment. (8) 

Retired Sept 30 , ift 42 ^ at Fort Dix, New Jersey. (9) 

in compliance with par. J£l ,S.0.-2A^I ,W.D., A^g..27 , 19J|2... (10) 

Had service as a commissioned oflScer, terminating honorably, A^>m 
none none , iq - (U) 



(13) 



Snhaigtence in IrinA inrfnilA Sept 30 ,1ft 42;|MtM (12) 

commutation of rations in advance while travding home, from — QP.t .J, 

19-42 , to 6S.t_2 , 19 42 ..., indusive. 

Find statement furnished. 

Deduct from retired pay for Class N Insurance, Premium $.3.»..4.1. 

per month ; last deducted to Sept 30 ^ 19 



Rflfmarlnt S»M» Par* 10^ S»0« Wo. 3f W.D «, JUne 3, 1917 



(14) 

(15) 

( 16 ) 



I certil^ that the foregoing is correct. 



Fort Dlx, New Jersey 
Sept.^^l9A2 

(Drt.) 

I intend to make my home at . 
UUwaukee, 




Captain. 2d Infantry. 

fflmcMnHit&ty Personnel Off. 
1012 Buchannan Street. 



(Number and 



,or rural route ; If none, eo state) 

sconsin# 



(CSty, town* or post office) 

(Signature of soldier) 



Sb»e A>« Cl* O* Wnna IVcK 0A 
Deeembir 1, 1837 




Digitize* : 






(19) 

( 20 ) 
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SO. Report of Death (W. D., A. G. 0. Form No. 52). 

Reference : AR 600-650. 

When used: Upon the death of any military personnel listed in paragn*aph 2, 

AR 30-1830. 

No. of copies : Triplicate, all copies signed. 

Distribution : Original and duplicate to The Adjutant General, Triplicate to file. 

Note. — ^Prepared in unit personnel section upon advice from medical officer. 
Forwarded in duplicate with service record and allied papers to The Adjutant 
General. (See Inventory of Effects (W. D., A. G. O. Form No. 54).) 



(1) Last name, first name, initial followed by 

Army serial number. 

(2) Grade, organisation, parent unit. 

(8) Exact date of death. 

(4) Place of death. 

(5) Nature of disease or injury resulting in 

death. 



(6) Nature of incident, outgrowth of which 

was injury or disease causing death. 

(7) Line out words not applicable. 

(8) Signature of medical officer. 

(9) Grade and arm or service. 

(10) Station or place of preparation of report. 

(11) Date of preparation of report. 



(12) Date action is taken by approving author- 

ity. 

(13) Strike out part not applicable in this case. 



(14) Give exact disposition of remains. 

(15) Any additional information necessary to 

clarify entire procedure. 

(16) Signature, grade, and organization of com- 

mander of unit. 

Source records : Items 1 and 2 : service record. 
Items 3 to 11 : medical officer. Items 12 to 16 : 
self-explanatory. 



REPORT OF DEATH 

e.....__6297296__a) 

(rimBAOMj laitul) (AfafMrtUMBfev) 

100th In fant ry {2) 

iOmHi (OriiiiitViMMirim m tirilimt 

.M ,»« O) 

•4 Fort Dix, Jerst y M 



W a hOT of ar infary 
abdo— n and waat 



Gunabot tiounda In (?) 



DM d dlicturg. of ( 6) 

Riot (to while on Guar d Duty> 



I in line of dut/ nad 

dMMMd'aova 



Sm B. PA RSOKS , 



Captain, ItC* 



ruM .. Fp.r.t Dlx. New Je rsey. 
D.I. 



J8) 

.(9) 

(lo; 

(u; 






*Thc rrport of tbo surgeon is approved. 



Date and place of buriaL (If not iatei^ eWUti^ eteii 
dispoaition mndc or to bo znado of renuiaa) 

..Reffl^ns..to.be 

1 

.Intornfflent to ^ 





HAUL P. LUCAS, 



-Lt-Col. . .Infantry _ 



(16» 
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31. Inventory of Effects (W. D., A. O. O. Form No. 54). 

Reference : AR 600-650. ' 

When used : Listing of effects of deceased individual. 

No. of copies : TViplicate. 

Distribution : Original and first carbon to summary court; triplicate to file. 



(1) Last name, first name, and middle initial 

with Army serial number. 

(2) Grade, organization, and arm or service, 

(3) Date of death. 

(4) Each class I article should be listed sepa- 

rately so that it can be identified. Col- 
umn headed ‘'package number'* is not to 
be filled in unless effects are shipped to 
The Adjutant General. 



(5) All other effects not of the nature of those 
in class I. When the beneficiary, nearest 
relative or legal representative is present 
to receive effects, the latter may be 
described generally. 

Source records : 

Items 1 to 3 : from service record of enlisted 
man. 

Items 3 to 6 : Self-explanatory. 

Note. — ^This form is prepared by the enlisted 
man’s immediate commander after a complete 
inventory of the deceased individual’s effects. 
The original and duplicate copies are forwarded 
to the summary court designated to settle the 
accounts of the deceased. See AW 112. 



INVENTORY OP EFFECTS 
Prlvmf Co L, 100 Inf (2) 



who diad ^ ( 3 ) 

OXtAM X— SolMr, iiMtenfa, dMontJona, iMdala, cam- . . 
pain badgM, watchia^ moauacripta, and otbrr (41 
^^iM Tama^ ehtefly m ke«pMk«L 





Mtnc&aa 




1 


Medal, Expert Gunner 




1 


Watch, mrist, Bulova 




1 


DLary^ Leather bound 










— 








— 

















-r* te MmI M( oslj la «M* .f AlpaMvt taTte Aawtut Owml. 

0LM8 XZ-Oth«reffaai ( 3 ) 



1 

1 pfcs 



Su it, ci vlli Ana S orgo 

Ste— , civlUan, blocka 

A soor t od AT ticIeo; B utto no, 
Ciiir Ughtor, iioo^oo i thread. 

Cellar holder* 
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32. Honorable Discharge from the Army of the United States (W. D., A 

G. 0. Form No. 55). — a. Front. 

Reference : AR 615-360 and 345-470. 

When used: Always used when discharge is by reason of expiration term of 
service (section I, AR 615-360), Purchase (section III), mi- 
nority (section IV), convenience of the Government (section X), 
and writ of habeas corpus (section XI). 

Form No. 55 may be used or is usually used as the certificate, 
depending on circumstances on which the discharge is granted, 
for the following reasons: disability (section II), dependency 
(section V), inaptness (section VIII), AR 615-360. 

No. of copies : Prepare single copy. 

Distribution : To the enlisted man. 

(1) Name as shown in service record (S/R) ; typed in capital letters and in 

signature order. 

(2) Order prescribed in footnote must be followed (from S/R, pp. 2 and 5). 



(3) See footnote and check authority for reason. 

(4) Exactly as in (1) above but not all in capital letters. 

(5) City and State of birth (from S/R, p. 2). 

(6) Years of age to be shown in years and fractions of years, (for example, 

19 4/12). Occupation just prior to enlistment will be shown (from S/R, 
p. 2). 

(7) and (8) (from S/R, p. 2). 

(9) Post, camp, or station where discharge certificate is prepared. 

(10) Date of separation from service (from authority contained in (3) above). 

(11) Signature of regimental or similar unit commander. 

(12) Name of regimental or similar unit commander typed In capitals with 

grade and organization shown on line above “Commanding.” 

Note. — In the discharge certificates abbreviations are kept to a minimum. 
Do not use them unless space provided is inadequate. 
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HonotafiU 

troni 

Wit Mtmv of tit Bniteli ^tatetf 




TO ALL WHOM IT MAY CONCERN; 



w tt to Cert«p, That* Robert p. jacksow (i) 

^ 13005645 > Sergeant, Headquartera Coiiyaiiy> Station Conylwnant, Port Cuatts, (2) 

CsliTornlk* 

THE ARMY CF THE UNITED STATES, as a TESTIMWLAL OF HCXnIEST 
AND Faithful service, b herdsy HCMMIABLY DISCHARC^ from the 
military service <rf the UNITED STATES by reason <rf t P* ?,;. ?•» iV* Indorsement, (3) 
Headquartera, 20l8t Infantry Dlvialon, Camp Roberta, California, Septeiil>er 18, 1942. 



Said Robert P. Jackaon ^ ljO„ ( 4 ) 

in Dayton in the 5^te of OMo (5) 

When enlisted he was . years of age and by occupation a Clerk (6) 

He had eyes, Brown ^r complexion, and 

was . 5 feet 9 inches in height. (8) 



Given under my hand at Ca5p_Robert8,_c^ ^ thfa (9) 

..IBtJbL... day of.....§?J 5 ie!*er one thousand nine hundred and 1^®) 




Sm ARM»-CI 0 . 



M,**JokBl.Doa." 



laasrt ArnyMrialBoabar, 



tsxtt. 



J 7 .r«gliB«at,oranB 

ef NTTlfl*, fif* BUBbtf, daMw Md 






.D.aA.O. O. Form Mo. W 
OotobcrlAlOM 
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J. Reverse. 

(1) Prom S/R, p. 2. 

(2) XXXXX out appropriatdy. From S/R, p. 1 or 2. 

(3) Compute total active service of present enlistment plus total of prior 

service. 

(4) Prom S/R, p. 8. 

(5) Grade and date of appointment. Prom S/R, p. 5. 

(6) From S/R, p. 4. 

(7) Write “Not Mounted” if not mounted (from S/R, p. 1.5). For si)eclalty, 

write Army specialty at time of discharge (from S/R, p. 4). 

(8) Prom S/R, p. 4. 

(9) Prom S/R, p. 15. 

(10) Prom S/R, p. 6. 

(11) Prom S/R, p. 15. 

(12) Prom S/R, p. 1. 

(13) , (14), and (15) Prom S/R, p. 1. 

(16) Form No. 38 or 40. Marital status from S/R, p. 2. 

(17) Rating must be either excellent, very good, or good and must be entered in 

ink (not typed). Rating is made by the immediate commanding ofScer 
and is initialed by him. 

(18) In addition to footnotes, give information as to time lost or so state nega- 

tively. (Prom S/R, p. 7). State whether or not enlisted man entitled 
to travel pay. 

(19) Secure enlisted man’s thumbprint and his signature as it appears on front 

of certificate. 

(20) Signature, name, grade, and organization of personnel officer or company 

commander. XXXXX out “Commanding” and type in “Personnel Officer,” 
if certificate is signed by him. 
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Jackson, 

(LtM BMK) 

Enlisted 

Completed 

Prior sercice:* 



ENLISTED RECORD 



Robert 




... ycarst 
None 




OF 

P. 13005645 Sergeant (1) 

» iBlttol) (Artn;^ Serial No.) (Qrads) . ^ . 

, at (2) 

monlkst ^ days service Jor longevity pay, (3) 

(4) 






Noncommissioned ogttr: ..„..S?fSeantj. ( 5) 

Quali/tcalion fa Expert; June 26, 19U, S0il59,.M....234th Inf, June 28, 19A1 (6) 

Horsemanship: Army speeiolty: .....Cisr.l'. (7) 

Attendance at: ^' 9 .'}.® ... (®) 

Battles, engagements, skirmishes, expeditions: w) 



Decorrdions, service medals citations: UP) 



Wounds received in service: (^) 

Date and result qf smallpox vaccination: U^) 

Dale of completion of all iyphoid-paratyphoid vaccinations: (^3) 

Dale and result of diphtheria immunity test (ScA/c^)** ^^) 

Date of other vaccinations (specify vaccine U5) 

Physical condition disclmrjged: ?9.9.^. Married or single: (1^) 

Character: (^ 7 ) 

Remarks : * ..?9yi.®r..5P.yi U®) 










t Knt<*r <lata of iiKltwcioa Obly U eaaa ol tralnca ladnctad under Stlactlra Training and Service Art, IMO (Dull. No. SS, W. D., lv«0): In all other cases enter data of 



* For eadi rallNnseot giro eompany, rreiment. or arm or senplce, with Indusive dates of terrle*. grade, causa of diaebarga, niunbar of days kat under AW 107 (If 
M atatr), and itumber of days retained and causa of rrteniion In scn lcv for convenience of the Oovernmant, If any. 



a Giaa «lata of qualiflcatloa, and number, data, and aourcu of 
i *|Mpararraph A AR40-31A 
• intar perioda of aeUTo^ty cf anllatad mas of tho Bag ular i 



order announcing aamt. 



^ — jfaeUTo duty cf anllatad mas Of tho Bagular Army Raaarva and thaCnllatedRaawva Corps Mid dataa Of tndoacioa Into Federal Service in thecaaea 
dtainhiri of tha Nttenal Ooatd. •#— loau a. a. aevuMMur paiNn«e arnca 
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83. Discharge from the Army of the TTnited States (blue) (W. D., A. O. 0. 
Vonn No. 56). — a. Front. 



Reference : AB 615-360 and 845-470. 

When used: Always used when discharge is by reason of: Fraudulent enlist- 
ment (section yi), desertion (section VII), or conviction by a 
civil court (section IX) , AB 615-360. Form No. 56 may be used 
as the certificate, depending upon the circumstances of dis- 
diarge, for the following reasons: Disability (section II), un- 
desirable traits of character (section VHI), AB 615-360. 

No. of copies : Prepare fiingle copy. 

Distribution : To the enlisted man. 

(1) Name as shown in S/B; typed in capital letters and in signature order. 

(2) Order prescribed in footnote must be followed (from S/R, pp. 2 and 5). 



(3) See footnote and check authority for reason. 



(4) Exactly as in (1) above but not all in capital letters. 

(6) City and State of birth (from S/R, p. 2). 

(6) Tears of age to be shown in years and fractions of years (for example 

28^). Occupation Just prior to enlistment will be shown (from 
S/R -p. 2). 

(7) and (8) from S/B, p. 2. 

(9) Post, camp, or station where discharge certificate is prepared. 

(10) Date of separation from service (from authority contained in (3) above). 



(11) Signature of commander of regiment or similar unit 

(12) Name of commander typed in capitals with grade and organization shown 

on line above “Commanding.” 

Note. — In the discharge certificates abbreviations are kept to a minimum. Do 
not use them unless the space provided is inadequate. 
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trom 

Zie of tlfte fl^mtel)i 



TO ALL WHOM IT MAY CONCERN: 

W tt to C«ft«p, That* Jgm.J.'L.gjygiy! (ij 

^aaotuafta. l>rlT>t». H«adau>rter« Cobpmy Station CoiglwBent, Fort Cu»tl«« C*Ufornl» (2) 

THE ARMY OF THE UNITED STATES is hereby DISCHARGED from the 

military service of the UNITED STATES by reason of t D»«*rtton« 8«o yil. Ag- jis-seo 

(3) 

p. 1 . A9h, 616-360, par 4th Indoraenan t , t.A,0.0.« Augtait 20, 1>48« 

Said John ir« Randall ^as bom (*) 

in Ri<ainond in the State of SaiSii : (®) 

Whep enlisted he was.^.J«^^ years of age and by occupation a n Aaeountnnt (6) 

He had B rown eyes. Blneic hair, R u4<te complexion, and (7) 

was 3 feet ^ indies in height. (8) 

Given , under my hand at cmm Robert s, cnlif omln this (9) 

8rd day of .soptubT one thousand nine hundred and . (xo) 

scr 0 . mcB (u) 

Colonel. I nfnnt ry (12) 




BmARMS-470. 

* Insert saioc; ai. **lobB J, Doe,** 

tliSTn Army serial Btiaber.rnda,eempaiir,i«gfiiint.aad am «rasrvtoa:u*M«90m*»;**CerpoimLCoapeaT A, 1st latett7**;**l«pMAQ3>ito>aMlerC«viL** 
iscatolUlyMtaaleMisaordbebaiBi^glviiiCBa&lMc^datakaadaoimafaiderorfimdaMripCtoaaCaatl^ ll-MIW 



WeOe* A. O. O. VotmMO. M 
April If toto 
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6. Reverse. 

(1) From S/B, p. 2. 

(2) XXXXX out appropriately. From S/R, p. 1 or 2. 

(3) Compute total active service of present enlistment plus total of prior service. 

(4) From S/B, p. 8. 

(5) Grade and date of appointment. From S/B, p. 5. 

(6) BVom S/B, p. 4. 

(7) Write “Not Mounted” if not mounted (from S/B, p. 15). For specialty, 

write Army specialty at time of discharge (from S/B, p. 4). 

(8) From S/B, p. 4. 

(9) From S/B, p. 16. 

(10) From S/B, p. 6, 

(11) From S/R, p. 15. 

(12) From S/B, p. 1. 

(13) , (14), and (16) from S/B, p. 1. 

(16) Form No. 38 or 40. Marital status from S/R, p. 2 or 15. 

(17) Rating must be either “Pair” or “Poor” and must be entered in ink (not 

typed). Bating is made by the immediate commanding ofBcer and is 
initialed by him. 

(18) In addition to footnotes, give information as to time lost or so state nega- 

tively (from S/R, p. 7). State whether or not enlisted man is entitled to 
travel pay. 

(19) Secure signature of enlisted man as his name appears on the front of this 

certificate. 

(20) Signature,, name (typed in capitals), grade, and organization of personnel 

ofScer or company commander. XXXXX out “Commanding” and type in 
“Personnel Officer” if certificate is to be signed by him. 

Note. — Secure thumbprint of enlisted man on the certificate (to the left of the 
signature of the personnel officer). 
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ENUSTED RECORD 
or 

Jojui JSIj 32004369 Private (1) 

EnlisttdUmXEO, , 19JA.. at .Trenton^Jiew^J.^^^^^^ (2) 

CompUttd ^Z. \ months^ 3. days strvict for lon^ivity pay. (3) 

Prior jtrvico: * .po Mar. 2^^ (A) 

Ex. By reason of ETS. 30 day s lost under AW 107. Co A. 17th FA fr Mar 31/37 to 
Apr UAOe, Disjih as Cha r acter Ex, , By. rea son of .J3!Se,,_,,l^^ 

AW 107. , 



Qualification in armj:\ , 




. (6) 


Horsmanihip Not Mounted 


Army specialty: .¥ptpr $ergeant 


{7) 


Attendee, at.- , Motor Transport Coursa, Ft. 


Benninu, Ga.. May 15/41 to Au?..8/41. 


(S) 


(Nama of aonwwmnlwi 

Patties, eneaetments, skirmishes, eseteditions: 


oBod ofBoen' or special servloe ecbool) 

Npne 


... (9> 






Decorations, service medals, citations: 


Npne 


flO) 




Wounds received in service: 


Npne 


._....(11) 



Daft and result of smallpox vaccinatiou:X .(12) 

Date of completion of all typhoid-paratyphoid vaccinations:\ .,.^Cll.JL2#..JL24Q^..EXfitapfc^.JlE.AOr215-(13) 

Date and result of diphtheria immunity test (^Schic)C):X N.9f}.® 

Date of other vaccinations (jtpecify vaccine used):X il5) 

Physical condition w^en dischari^: ....599.4 Married or single: .........UftCHifiJl. 1^6) 

Character: -C^7) 

107 days lost under to Apr 30/41, in c3, (107> days) ^ C18) 

Soldier is not entitled to 




•For eollstment clve eomoftov, mimaot. cr vm or aerrioo, witb Inclusive dntee of scrvioe, cr*<lc> cmjm of dischtrfe, Doinber of <U7* loot under AW 107 (U non*. 
$0 state), and number of darf retained and cause of retention in servicj for convenience of tbe Oovernment, U Mnj. 
tOive date of Quallflcatloo, and number, data, and aouroe of order announcing MOM. 

;Seo par. 6, AB 40-SlA ^ IftVM 



Digitized by Google 



251 



Original from 

UNIVERSITY OF CALIFORNIA 






App. — 34 



THE ARMY CLERK 



34. Dishonorable Dlschargre from the Army of the United States (yellov) 
CW. D., A. G. O. Form No. 57). — a. Promt. 

Reference: 616-360 and 346-470. 

When used : Used only when enlisted man is discharged by sentence of General 
court martial. 

No. of copies : Prepare single copy. 

Distribution : To the enlisted man. 



(1) Name as shown in 8/R; typed in capital letters and in signature order. 

(2) Order prescribed in footnote must be followed (from S/R, pp. 2 and 6). 

(3) See footnote and check authority. 

(4) Exactly as in (1) above but not ali in capital letters. 

(6) City and State of birth (from S/R, p. 2). 

(6) Years of age to be shown in years and fractions of years (that is, 19^). 

Occupation just prior to enlistment will be shown (from S/R, p. 2). 

(7) and (8) from S/R, p. 2. 

(9 Post, camp, or station where discharge certificate is prepared. 

(10) Date of separation from service (from authority contained in (3) above). | 

(11) Signature and name of commander of regiment or similar unit (typed 

in capitals), his grade and organization. 

Note. — In the discharge certificates abbreviations are kept to a minimum. Do 
not use them unless space supplied is inadequate. 
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ADD.—^4r, 



Sue^otioraliU 

ftoni 

Wilt of tNntteb i^tateiet 



TO AIL WHOM rr MAY CONCERN: 

WtttoCecti(p» QBOBflB W» ftmLJBR _ _. 

I S 20044 SS> PrlTat»> Hq Co St> CoapXoment, Fort Cuotia, California 

IHE ARMY OF THE UNITED STATES is herd >7 D»«»K»ABir Discbambd fiom 
die nilitaiy service of the Umcibd Statxs bjr xeasoo-of the sentence of a General Court* 

h^rtialt- Qr<i^p Hui!)#r 268 j H^i^dQV i o r li^FS 2 QXoi» Infmt>ry DIt^s^opj Cm h i p 
C alifornia^ Decena> 6 r 21 ^ 1942 e 

Said Goorga Tf« Ronlar bom(^)*«a 

in , in the State of - (s)**# 

When enliated }ie was years of age and by occupation a .j:§j>, 9 .rar 

He had eyes^ Blond hair^ complexion^ andC*^);** 

• 

was § feet I inches in height. (®)** 

Given under my hand at caap Robarta^ Caiifoniia ^ this ( 9 )*» 

day of , one thousand nine hundred and (io)«« 

7f (ID*. 

ROBERT L. IClCKBr 
Colonal. Infantry 




vm M.ar 
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6. Reverse. 

(1) From S/R, p. 2. 

(2) XXXXX out appropriately. From S/B, page 1 or 2. 

(3) Compute total active service of present enlistment plus total of prior service. 

(4) From S/R, p. 8. 



(5) Grade and date of appointment. From S/R, p. 5. 

(6) From S/R, p. 4. 

(7) Write “Not Mounted” if not mounted (from S/R, p. 15). For specialty, 

write Army specialty at time of discharge (from S/R, p. 4). 

(8) From S/R, p. 4. 

(9) From S/R, p. 15. 

(10) From S/R, p. 6. 

(11) From S/R, p. 16. 

(12) , (13), (14), and (15) from S/R, p. 1. 



(16) From Form No. 38 or 40. Marital status from S/R, p. 2 or 16. 

(17) In addition to footnotes, give information as to time lost or so state 

negatively (from S/R, p. 7). State whether or not enlisted man is 
entitled to travel pay. 



(18) Signature, name, grade, and organization of personnel officer or company 
commander. XXXXX out “Commanding” and type in “Personnel OflScer” 
if certificate is to be signed by him. 
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ENUSTED RECORD 



Itenler 



(Lm 

Enlisted^ 



Completed 

Prior service :* ... 



Oeor^ 



SEllBHl. OctoSS T? 19.^^. 



^ at (2) 

.motitlu, — Z $. — days senrice for Umg/euity pay, (3) 

(U) 



Asy 

.. (O 

. (7) 
( 8 ) 
.. (9) 



Decoratioru, service medals^ citations: ll9.n® (10) 

Wbutuis received in service: (11) 

Date and result of smdtlpox vaccination: J (12) 

Date of completion of all typhoidparatyphoid vaccinations: J .JlPXQ3i>©3!.JUjkiL..12l4l. (13) 

Date and result of diphtheria immunity test (SchicIO: ( Konfi (lU) 

Date of otKer vaccinations (specify vaccine used): { (15) 

Physical condition when discharged: .Q9.98 Married or single: Siciikft (I6) 

Kemarl^: ..JLS^JJi3CCS^2SlO±,^^Ddexl,M^lD7.,^^ '>.c.r.^hpr. ?^y^.l9hl 'incl- (1?) 

(1^ days ). Soldier Is not entitled to travel 



Noncommissioned officer: llever . ^ 

Qualification in arms:f 

Horsemanship: "PUnted Army specialty : .. 

Attendance at: 

(NtfM «r ncQaCBiBlalaa 

Bottle*, engagements, sl^nmiuhes, expeditions; }J9JS. 



Army specialty: TEusJs.J3five.r_ 



I* or gpgdal NTTiM gchool) 



CR (Bain**u44J 

TSXHOL E. BATSK.TCSS 
1st Lie atenant, Infantry 



(18) 



•fteoMhvritaiaMiKtfvvoaaiaBj.nftaoQt. orirmorarolaN With ladnriTodMMOf ■rrte^p«^flMiMor diadbum, noatar of 4»rs loot ondir AW 107 Of 

^*Olv* d«« or mllAeitifl^ aad BUBte, Md Moraoc ofte taaooaolac HOW, 

ftopw.6* AA^O-UA !•— UIM •.•.•mnMwnTMHnMOOvmc 
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35. Charge Sheet (W. D., A. G. O. Form No. 115). — a. Page 1. 



Reference : 
When used : 



No. of copies: 



Prepared by : 



Mcmual For Courts Martial, 1928. 

When a determination has been made that a i>erson subject to 
military law has violated an Article of War and that his vio- 
lation is so serious that he cannot be punished under the 104th 
Article of War. 

Prepared in triplicate. The original and two copies to the oflBcer 
exercising court-martial jurisdiction in the command of which 
he is a member. 

Charge sheets are signed by the officer who is the accuser. The 
actual preparation of the charges, however, will he accomplished 
in the personnel section. 



(1) Place : Station at which accused is serving at time of preparation of charges. 

Date : Date of preparation of charge sheet. 

(2) Names, etc., of accused : Source — service record. 

(3) Age: The age of the accused will be his age to the nearest year on the 

date of the commission of the alleged offense. Age is computed from 
information obtained from service record. 

Pay : The pay of the enlisted man will be the minimum base pay of his 
grade plus any increase for length of service (longevity pay). Any 
increase in pay by reason of other allowances will not be shown or in- 
cluded in pay. Class “F” allotments will be deducted from the rate of 
pay for the purpose of computing forfeitures. 

Allotments to dependents : Source — service record. 

Government insurance deduction: Source — service record. 

(4) Data as to service : For prior service show inclusive dates of enlistment 

or service, organization from which discharged, character and reason 
for discharge (that is, convenience of the Government, expiration term 
of service, purchase, etc.), and the total prior service completed by 
years, months, and days. In addition show the place and date of current 
enlistment or induction. If the accused has had no prior service, the 
following statement will follow immediately after the facts of the 
current enlistment: “No prior service.” Source — service record. 

(6) Data as to witnesses, etc. : Show the names and addresses of the witnesses. 
A notation will be made indicating those for the accused. After the 
names of all witnesses, documentary and real evidence will be shown 
with a sufficient description to identify each entry. Source — furnished 
by officer preferring charges (accuser). 



(6) Data as to restraint of accused : The present status of the accused will be 
shown. Example: “Confined in iK>st stockade. Port Washington, Md.. 
since 10 September 1942.” Source — ^Accuser, morning report, or com- 
mander of the accused. 
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(WRITE NOTBINO ABOVE THIS LIKE) 



( 1 ) 



CHAROC SHEET 

, , i9..4.?. 



(2) Name, etc., of •ecinea (fl.a «n. Paul A. . 30696360. Private. Coapanr L. 100th Infantry 

(Olvo U't oamc. flm Doine, sod middle loitial In i hat ordvr followed bj wrltl number, imde. compncy, regiment, brunch or by 
other npprojwleie deecriptioa of Moused. AUee aemee, ete., to f<dow in seme mnnuer) 



■a‘'»P" 

(3) Age Pay, t..5?.fPP per month. Allotments to dependent*, per month. 

(Baee pny plot pey for length of serrlos) 

Government Insurance deduction, per month. 

(A) Data as to service: ...No.i>rior Aervl_ce,...i;nducW 

(As to escb termineted enlistment, glee iaclodiog detee of scrrice end orgenisstioo tn which eerrlng et termination. As to oomnt 



enlJstmont. glee tbe initial date and the term thereof. Give slmiUr data as to serrioe not twder an enlletmeot) 



Data as to witnesses, etc. : 

(Olre namoa, addfcmet, and nota if lor aceuaad. Lift documentary eridenoa and nota where each itan thereof may be (cusd) 

(5) Captj^ H^h G. Dw, ipoth^^^ 

J.e..Ta€y5aPj CoiBpfOT 



itoTO^ 





(6) DaU as to restraint of accuse!: tfader arrwst in quartTS, Con>nr Le 100th 



Waahlngtona Maryland a Inca 10 Woycabar 19^2a_ 



WeO.ea.OeOu 



April a 






( 1 ) 
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6. Page 2. 

(7) Charge and specification: Source — from oflBcer preferring charges (ac- 
cuser). References: Appendix 4, Manual for Courts Martial (MCM), 
1328 and appropriate paragraphs in chapter XXV, MCM, 1928; also 
chapter VI, MCM, 1928. The appropriate form in Appendix 4, MCM, 
1928 will he selected as a pattern for each specification. If, as rarely 
happens, there is no form for the particular ofSense, use as a guide the 
form that most nearly fits the case to the extent that it Is applicable. 
Do not show Army serial numbers. Abbreviations will not be used, 
except for the middle initial of names of persons, to designate antiair- 
craft (AA), that is, and in quoting documents required to be stated in 
a specification. Allege enough details to be specific, but do not burden 
the specification with details which serve' no purpose but to add to the 
dlfSculties of proof. 
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Cbabob : I^Ution of Article of Wtf. 

Specification lb that Private Paul A* Oleen^ Conpany t, 100th Infantry, did, without 
(7) proper leave, abeent himself from his post and duties at Fort Washington, 
Maryland from about 0600, November 6, 1942 to about 1600, November 9, 1942* 



(AddltiooAl sbeete, if neccuAry, for chergM oad opedfioatloiw wOl bo oUoohod boro. Ordinory 8 by \2}i inch poper will be 

uotd for oddiiioDol ohoeto.) 

warn KOTBINO BILOW THIS UNB 
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c. Page S. 

(8) Signature of accuser : Signed by accuser In presence of oflScer administer- 

ing oath (10). 

(9) Afladavit: The affidavit is self-explanatory except for the following: The 

Inappropriate words preceded by an * will be stricken from the form 
of the affidavit If the accuser has personal knowledge of all of the 
charges and specifications, Insert the word “all” before the word “speci- 
fication” at the end of the fourth line and in the blank in the fifth 
line Insert the words “and charges.” Delete all printed matter between 
the two blanks in lines 5 and 6. If there is only one specification under 
one charge the “s” will be deleted from the words “specifications” and 
“charges” wherever they hppear and the following words will be written 
in said blank line, “of the charge.” If the accuser has no i>ersonal knowl- 
edge of the matters set forth in charge and specification, all of the words 
appearing between the asterisks in the fourth and fifth lines will be 
stricken out and the blank in the sixth line will be completed in the same 
manner as indicated above. When the accuser has both personal 
knowledge of certain of the specifications and has investigated certain 
of the specifications, both lines will be completed according to the cir- 
cumstances. 

(10) Signature to affidavit: The affidavit must be made before someone author- 

ized to administer an oath under AW 114, usually the adjutant of the 
regiment. 

(11) 1st Ind. : Self-explanatory. Source — adjutant. 

(12) Type of court, name of summary com*t or trial Judge advocate of special 

court, and appointment authority. Source — adjutant, sergeant major, 
or staff Judge advocate (in division headquarters). 

(13) Signed by the adjutant of regiment or adjutant general of division. 
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(WRITS NOTHINQ ABOVE THIS UNB) 




iOrwl*. ortaaltAtioo, or broach) 

AFFIDAVIT 



(9) Before me, the undersigned, authorized by law to administer oaths in cases of this character, personally 

appeared the above-named accuser this day of 19^1?.., and 

made oath that he is a person subject to military law and tliat be personally signed the foregoing charg^ 
and specification/, and further that he *ihi B f|y i MBggtrirwwii«l | p ii i^ Itow di ftw 



(Xodietlo bytiMdSoMloa and ehoiit oumbon) 



forth in4^^cation/ .... 

(iDdicato by •pod&cotloa ood ebort* Dombon) 

are true in fact, to the best of his knowledge and belief 



..pQORfc^has investigated the matters set 
and that the ssma 



( 10 ) 



(Signature) 






f V DinoiK.^ (Orade aad ortaalMtim) 



(OfflcUl chorootor, w aiUDBory ootirt, aoury pobUo^ •(«.) 



Notes.— At (•) strike out words not applicable. 

If the accuser has personal knowledge of the facts stated in one or more ipeoifteations or parts thereof, and hla 
knowledge as to other specifications or parts thereof is derived from investigation of the facts, the form <rf the 
oath will be varied accordingly. In no case wiU be be permitted to state alternatively, as to any particular 
charge or speolfication, that he either has personal knowledge or has investigated. 

If the oath is administered by a dvil officer having a seal, his official seal should be affixed. 



I«T IND. 

(11) HMdquarten _100th„LtfM»trx. , 1942.. 

(PlaoK) (Data) 

Referred for trial to . . .M^ J.9?. . ® •. . ?7. — «... 

(Orade, naiDe. and ortanitation of nummary court, or trial )iidsa advooaU) 

court-martial appointed by paragraph ....3...., Special Orders No. .RP?. , 

(Suxnmary) (Trial jndia advoeaU of tptcial or laiiara]) 

(^3) Hewlquartere 100t h In fantry 10 Novatxr io 42 

By orda r <,{ Colon >l RQpPt 

(Cdmisand ar afte) (Oradu a^ name of coouxuiodiaf ^oar) 



ai 
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d. Page 4. 



(14) These spaces are completed by the trial judge advocate only in case of 
special or general court. 



(15) Case No.: Summary court cases are numbered In sequence for the cal- 

endar year. Source : sergeant major or record and file clerk. 

(16) Record of trial: Source — summary court oflScer. (In special and general 

court cases this space Is not us^.) References: Appendix 7, 8, and 9, 
MCM, 192a 



(17) Place and date where court was held and signature of summary court officer. 



(18) Action of reviewing authority: Source — commanding officer or adjutant. 

Reference : Appendix 10, MCM, 1928. 

(19) Authentication of reviewing action : Signature of commanding officer or 

other officer having court-martial jurisdiction. Never signed by any other 
officer such as adjutant, etc. (See 5th sentence, par. 876, subheading 
“Forms of Action and Related Matters,” MCM, 1928.) 

(20) Entered on service record in cases of conviction: Initials of personnel 

officer. 

Note. — ^Refer to paragraphs 102, 103, and 104, MCM, 1928, for maximum limits 
of punishments. 
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( 14 ) 



I have senred a oapy hereof on (each of) the above-named aoouaed, this 

^ 19-^ 



day 



<Bignature) 



TVioZ Juige Aiioocait, 



( 15 ) 



(Orattowdwfuintlaa) 

CBFAOa FOB Vas WBBBB TBXAL 18 BT 8VICKABT OOUET) 

OAae 





Cimmanding, 



Entered on eeivioe record 



in eases of conviction 



(laitt^ o( PVMIMI 



(WRITB KOTBXNO BBLOW TH18 LPfB) 
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36. Notification of Address to Nearest Belative (W. B., A. G. 0. Form 
No. 203). 

When used: For every enlisted man who Is transferred to your unit. 

Reference: Circulars Nos. 15 and 341, War Department, 1942. Form is 

self-explanatory. See notes on information side of card. 

No. of copies: Original only. 

Distribution : Mailed to the enlisted man’s nearest relative. 

a. Address side. 



WAR DEPARTMENT 
THE ADJUTANT OENERAL.’S OFFICE 
wabhinoton. o. c. 

OFFICIAL BUSINESS 



Mrs* Jaoss E* Jones 

542 Spruoe Street* N.W« 
Chicago* 

Illinois* 



h. Information side. 



PSNALTy roll PRIVATB U«K TO AVOtO 
VAVMBNT OF rOSTAOB^ 9909 



jaBag{«ie-54!L.llth..IiifEatiy _ARSUitJU)A.JlSiS 

.(Crater or oigmilxettoin) (Deta) 

Fort Custer* Miohigen 

cemp, or stefioQ) 

This is to advise you that the person -ia i aao 

named below arrived this station 

(Dote) 

Mail should be addressed to him ezaetly as follows: 

Private Jf^.Al8<m.jT(mee 8384 1248 

'(Orii^} (NimS*’ Taubj 8^ mU.) 

Compa ny 1 1t h Infantry Tbrt Custers Mioh i gan 

(OigrairaUra) (Neme of P. 0. or A. P. O. No.) 

This card will be made out and mailed by — 

1. BeoepOra eeater for eeofa enlisted men retelned et leoeption enter more tlm 4 dors. 

3. tnJniaf center tor eech enlisted mra within 34 hooa Of hiisniTil end Mrisniiirat to otienlmnnB 

S. Oifrajmiien ether then ntnwjleeramattMlnlniiraiw for eseiienliasdMSawItliin Si hotm of hfoeniml 
tfieieat. 

W. D.. A. Q. O. Fem Nn*M 

Octotier 1. 1041 H iims % nno 
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37. Embarkation Card (W. D., A. G. 0. Form No. 206). 

When used : For every individual ordered overseas. 

Reference: Circular No. 36, War Department, 1943. 

No. of copies : Single copies only. One card will be addressed by the organiza- 
tion commander with the name and address of the person 
appearing on the Emergency Addressee and Personal Property 
Card (W. D., A. G. O. Form No. 43). Individuals may desig- 
nate other individuals to whom cards will be sent. 

Distribution: Mailed by the commanding general of the port of embarkation 

to emergency addressee and such other individuals the oflBcer 
or enlisted man may designate. 

a. Address side. 



WAR DEPARTMENT 

Conmanding General 


FtNALTY rOU MIVATK U«S TO AVOID 
FA^MBHT or POSTAOe. fSOO 


1 San Ttancisco Port of Embarkation I 


Fort Mason. California 




OFFiaAU BUSINR9S 


Mrs. Ifyzna E. Rupp 




1071 N. 32nd Street 




Chicago, Illinois 



h. Information side. 



PUa»e addrett me ae shown below until otherwise advised: 

TYFB Captain Robert 0. Rupp 

PKNT Vriiii’nimi)" 

Tro op 



(Inlttal) 



(liMtlUSUl) 



0-100 361 

(Army aariak number) 



(OompaDyt battery, eto.) 

laith Cavalry 



(Be^tniaiit or ff thtr ^rryiTi^f 



APO No. , 



c/o PosniASTaa „ 



7Vi€ above complete addreee should be placed on aU moil sent to me. 
My cable address is 



Normal bionatuiub — y... 



The APO number, city. State, and cable address will be inserted] 
the remainder of the card will be completed by individual r 



^port postal officer; 
* oasignated person. 



W.D„A«O.O,IbcmNo.206 CJaauary 3^ 1»«) 
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38. Certificate of Service (W. D., A. G. 0. Form No. 280). 

Reference : AB 345-600. 

When used : OflScers, Army nurses, and warrant ofScers will be entitled to the 

certificate of service unless the manner of performance of duty 
immediately preceding release from active duty has been un- 
satisfactory. Enlisted men (except Regular Army) will be en- 
titled to the certificate of service when the character entered on 
the service record at the completion of the period of active duty 
is “good” or better. 

No. of copies: CJertlficate of service is prepared in duplicate, the second sheet 
being tissue and marked “COPY” in red overprint letters. 

Bistribution : Original to enlisted man — duplicate to The Adjutant General. 

Nom — ^Both copies will bear the signature of recipient and that of the com- 
manding officer. 

(1) Name of soldier in capital letters, serial number, grade, and organization — 

in that order. 

(2) Enlistment or induction date and date of separation from active service. 

(For officers. Army nurses, and warrant officers, first date shown will be 
first date of active duty during current period of active service as officer. 
Army nurse, or warrant officer.) 

(3) Include herein any information about the soldier — any or all of the 
following: 

(o) Decorations, citations, and medals awarded. 

(5) Schools attended. 

(c) Qualifications in arms. 

(d) Army specialty. 

(e) Other items of special proficiency or merit. 

(/) Appointments and ratings held other than those typed on the form 
i after the enlisted man’s name. 

(ff) Character rating need not be initialed and may be typed (for enlisted 
men only). 

(h) Transfer to Enlisted Reserve Corps or other appropriate Reserve com- 
ponent and date thereof. (For trainees Inducted under the Selec- 
tive Training and Service Act of 1940 only.) 

(4) First name, middle Initial, and last name. 

(6) Signature, typed name, grade, and organization of regimental or similar unit 
commander. 

Note. — To the left of the signature of the commanding officer and to the rigdit 
of “Given at,” enter the post, camp, or station with the date on which the form 
was given Immediately below. 
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^ (o /Actt 

AVERY S. WILLIAMS, 333U3, Private, Company L, 232d Infantry (1) 

served ^ a/o£i^ ^ /Ae iAe 

^^IrUCed ^kUe^ ^fcm November 26, 1941 4? March W$ 1942. (2) 



t^^di4a/Ky/ 0leo(yid 



Awarded Soldier's Medal, G.O. 19, 

February 19, 1942. 

Rifle Sharpshooter, S.O. 4# Headquarters^ 
232d Infantry, January 4, 1942. 

Amy Specialty: clerk. 

Character : Excellent • 

Transferred to Enlisted Reserve Corps ^ 
March 4» 1942. 









(3) 




(4) 




JBQ. (5) 

MgMtin d CwnmiiMiig WCttc 

'JAKES P. CJJBST, Colonel, 232nd Infantry 
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39. Report of Change (W. D., A. O. O. Form ITo. 303). 

Reference : AR 345-800. 

When used : At any time status of officers, warrant officers, and enlisted men 

change. 

No. of copies : Triplicate for officers ; duplicate for enlisted men. 

Distribution: Original to machine records unit; duplicate for officers to the 
appropriate office (see AR 345-800) ; duplicate for enlisted 
men to file ; triplicate for officers to file. 

Note. — In cases of officers, warrant officers, and enlisted men serving with a 
unit, prepared in unit personnel section ; for detached personnel serving alone, 
prepared and authenticated by individual. Duplicate (white) copy i>ertaining to 
officers of CWS, CE, FD, MD, Ord Dept, SIGC, JAGD, IGD, CMP, Ch, and QMO 
will be forwarded direct to the appropriate office (see AR 345-800). 




(3) Organization with which individual is serving. 

(4) Organization or headquarters from which report is rendered. 

(5) Station or location from which this report is rendered. 

(6) Date preceding day of rendition; report rendered on date following day 

change occurred. 

(7) Assigned personnel are those belonging to a specific organization and are 

members of the unit with which serving. Attached personnel are tRose 
who are serving with an organization other than their regularly assigned 
one. Attached unassigned personnel are those who have no definite 
assignment and who are attached to some organization for administration 
and duty until they can be permanently assigned. 

(8) Indicate individual’s status with reference to duty immediately prior to 

the rendition of this report ; if other than “on duty” specify by filling in 
space provided. In the latter case it is not necessary to repeat, in the 
remark, the organization and station to which attached. 

(9) The description of the change must be accurate, clear, and complete, ad- 

hering to remarks shown in AR 345-400, if possible and abbreviations 
authorized in AR 850-150. See a below for types of changes to be 
reported and information to be included. Use no punctuation marks on 
any part of the card. 

(10) Initials of authenticating officer. 

(11) Stamped or typed name of authenticating officer with title. 

Source records : Items 1, 2, 3 : Service record of enlisted men or W. D., A. G. O. 
Form No. 66-1 of officer or warrant officer ; Items 4, 5, 6 : Self-explanatory ; 
Items 7, 8, 9 : Morning report or order ; Items 10, 11 : Unit personnel officer. 



Digitized t 



Note. — Prepared in unit personnel section by clerk in reports and returns 
subsection. Original is submitted to unit personnel officer for his initials and 
forwarding to machinq. records unit. 
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a. Types of changes to he reported. 



Required for— 



(1) Assigned personnel present for duly. 

Assignment to or relief from principal duty. I 

Assignment and change in military occupational specialty (MOS) 

Change to or from conscientious objector 

Change to or from limited service 

Promotion or demotion 

Return from a>bsence (detached service, absent sick, absent confined) 
Transfers within parent organization (not a gain) 

(2) Assigned personnel present not for ditty. 

Detached service for benefit of oflSicer. Show purpose of detached service I 
In arrest or confined on post and return from. If in quarters or hospital 

state 

Sick on post not in line of duty or line of duty not determined. State 
quarters or hospital 

(3) Assigned personnel absent from post. 

Assigned not yet Joined. Give status; that is, leave, detached service, en 

route to join, etc 

Detached service with another organization, post, or station 

Departure on leave. State nature, that is, sick, ordinary, emergency, etc. 
Absent without leave. Report departure and return with hour in each 

case 

Sick, absent from post. State Government or civilian hospital and loca- 
tion, whether line of duty 

In arrest or confined. State whether military authorities or civil authorities 
and whereabouts. If by civil authorities show offense, whether held for 
trial, tried, or discharged without trial and when tried whether acquitted 

or convicted 

Wounded in action, including injuries, state place, serious or slight, and 

nature of woimd. Render supplemental report on late information 

Missing in action. State place and circumstances. 

C aptured . State place and circumstances 

(4) Gains to organization. 

Arrival at organization upon transfer from another organization or station 
or from inactive status. Show organization or station from which trans- 
ferred 

Gain to organization by enlistment, reenlistment, from desertion, restora- 
tion to duty from sentence by general court martial, etc 

Arrival at organization from assigned en route to join. 

(5) Losses to organization. 

Transfer of officers or enlisted men from one organization to another or to 
foreign service. State to which organization and station individual is 

transferred 

Irosses by discharge, desertion, death, relief from active duty of officers 
and enlisted men.. — 

(6) Attached personnel and casuals. 

Detail to or relief from principal duty 

Assignment and change in military occupation specialty (MOS) 

Arrival and attachment to organization or station other than the one to 

which assigned.. 

R dief from detached service and return to organization or station to which 

assigned or departure for another organization or station 

Relief from detached service but remaining at station as casual 

Detached service. Report departure and return of attached personnel 

when further detached to another organization 

Promotion or demotion 

Arrest or confined on post; also return to duty therefrom. 

Sick on post not in line of duty or line of duty not yet determined and rc- 
tom to duty from - 1 



I 



Officers 


Warrant 
I officers 


Enlisted 
1 men 


Yes 


Yes 


i 

1 

Y’es 


No 


No 


Yes 


No 


No 


' Yes 


Yes 


Yes 


Yes 


Yes 


Yes 


1 Yes 


Yes 


Yes 


I Yes 


Yes 


Yes 


Yes 


Yes 


Yes 


No 


Yes 


Yes 


No 


Yes 


Y"es 


No 


Yes 


Yes 


Yes 


Yes 


Yes 


Yes 


Yes 


Yes 


No 


Yes 


Yes 


Yes 


Yes 


Yes 


Yes 


Yes 


Y'es 


Y’es 


Yes 


Yes 


Y’es 


Yes 


Yes 


Y’es 


Yes 


Yes 


Y’es 


Yes 


Yes 


Yes 


Yes 


Yes 


Y’es 


Yes 


Yes 


Yes 


Yes 


Y'es 


Yes 


Yes 


Yes 


Yes 


Yes 


Yes 


No 


No 


No 


Y’es 


Yes 


Yes 


Yes 


Yes 


Yes 


Y’es 


Yes 


Yes 


Yes 


Yes 


Yes 


Yes 


Yes 


Yes 


Yes 


Yes 


Yes 


No 


Yes 


Yes 


No 
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Required for— 





Officers 


Warrant 

officers 


Enlisted 

men 


Attached pencnnel and Continued. 

Attached not yet joined 


Yes 


Yes 


Yes 


Absent without leave. State whether sick, ordinary, emergency, etc 


Yes 


Yes 


No 


Absent without leave. Report departure and return with hour of each... 


Yes 


Yes 


Yes 


In arrest or confined, absent from post 


Yes 


Yes 


Yes 


Wounded in action 


Yes 


Yes 


Yes 


Missing in action 


Yes 


Yes 


Yes 


Captured (if known) 


Yes 


Yes 


Yes 


Rilled in action 


Yes 


Yes 


Yes 





b. Unit changes to be reported. 

(1) Reports are required for the following changes which Involve units 

such as divisions, regiments, separate battalions, and companies; 
activation of National Guard units in the Army of the United States, 
activation of Regular Army inactive units or Reserve units ; organ- 
ization and activation of new establishments and units; redesigna- 
tion of units; inactivation of units; disbandment of units, estab- 
/' lishments, or headquarters; permanent or temporary change of 
station of the unit, establishment, or headquarters. 

(2) Such reports will show; Unit and nature of change; authority for 

change; effective date of change; strength of unit (officers, war- 
rant officers, enlisted men) ; if change of station is reported, show 
new station, probable date of arrival, and mode of travel. 

c. Group changes to be reported . — If 10 or more men are assigned or attached 
from one organization to another on the same day or if 10 or more are discharged 
from a single organization on the same day, a group report of change is submitted 
instead of individual reports of change. The preparation and disposition of a 
group report of change is like that of the individual report of change. Entries 
will not be made, however, for serial number, grade, arm or service, and the 
name of individuals. Instead, a copy of the special order effecting the change 
must accompany a group report of change in order to supply a list of the names 
and serial numbers of the personnel involved. Some additional information Is 
required in the description of the change : Number of men involved, the paragraph 
number, order number, date of order, and issuing headquarters for the special 
orders effecting the transfer or discharge. For example, “40EM asgd & ]d fr 
103d Inf Ft Ward Va per par 6 SO 83 Hq 103d Inf dated 26 Oct 42.” 

Note. — F or illustrated examples of each of the above listed changes refer to 
AR 345-800. 
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40. Locator Card (W. D., A, G. 0. Form No. 304A). 

Reference : AR 345-800. 

When used: Furnished by machine records unit upon written request by the ' 

organization commander when enlisted man joins organization. 
Subsequent changes in status entered by clerk in unit personnel 
section based on memorandum receipt remarks. Locator cards 
may be prepared also in the unit personnel section by typing 
all data on a blank card. 

No. of copies : Original only. Additional copies supplied on request to machine 
records unit. 

Distribution : To file in locator file of enlisted men and officers. 

Note. — Each time a report of change is received by the machine records unit 
showing a gain by assignment or attachment to the organization, the machine 
records unit ui)on request prepares and forwards this card to the gaining organi- 
zation. This card is usually filed with others by organization in roster order 
and is posted daily from the extract of memorandum receipt furnished the clerk 
by the rei>orts and returns subsection. Properly posted it should refiect the 
status of the enlisted man at any time. 




( 1 ) This line will be completely filled in by the machine records unit. 

(2) Only the parent organization is filled in by the machine records unit. Duty and military 

occupational specialty are filled in by the personnel section. 

(3) Remarks posted from the extract of morning report daily. Shows the status of each 

individual enlisted man at any time and is used as a locator card and as a means 
of checking the monthly roster. 

Source records : 

Items 1 and 2 : Self-explanatory. 

Item 3 : Extract of morning report. 
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41. Monthly Roster (Miscellaneous Report Form) CW. D., A. G. 0. Form 
No. 305A). 

Reference: AR 345-900. 

When used : Monthly, by all units. 

No. of copies : Original and five or six copies. 

Distribution : One carbon to unit files. For details of distribution of remaining 
copies see paragraph 7, AR 345-900 as changed by G 1. 

This form is submitted by the machine records unit to the organizations for 
check on accuracy of its records. Corrections are made and each copy of the 
roster is signed by the unit personnel officer certifying its correctness. The cer- 
tificate must appear on the last sheet of the roster. All copies returned to the 
machine records imit must be signed. 

Note. — It will be noted that the main civilian occupation is listed under the 
“Parent unit” heading an,d that the military occupational ^cialty is listed under 
the “Current commission or enlistment date” heading. 

Source records : 

Service records. 

Soldier’s qualification cards. 

Locator cards. 

AR 615-26. 

All carbon copies of reports of change for the period covered by the roster. 
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42. Initial — Special — ^Final Boater (W. !>., A. G. 0. Form Bo. 300). 



Reference: Paragraph 12, AR 345-900. 

When used : When organization, headquarters, or establishment is organized or 

reorganized, redesignated, and whenever an inactive unit of the 
Regular Army is activated, or a National Guard or Reserve unit 
is inducted into the Army of the United States. 



No. of copies: Prepared in triplicate. 

Distribution: Original to The Adjutant General; copy to machine records unit 
servicing organization ; copy retained by organization or head- 
quarters submitting same. 



(1) Designation of organization, headquarters, or establishment to which roster 

pertains. If transferred from another organization, the old designation 
will be placed above the designation of the new organization. 

(2) Station where unit submitting roster is located. 

(3) Date of organization, reorganization, redesignation, activation, or induction. 

If no personnel is assigned on such date, date will be date personnel is 
actually assigned thereto. 

(4) Effective date of organization, reorganization, activation, or induction, and 

authority therefor. 

(5) Unit personnel officer (with grade and organization) submitting roster. 

(6) Army serial numbers with proper prefix for officers. Army nurses, warrant 

officers, etc., (par. 126(4), AR 345-900). 

(7) Individual’s last name, first name, and middle initial listed alphabetically 

in grade. When derived from several organizations, the organization 
from which each man is transferred is entered here also. 

(8) Generally, the arm or service with which the individual is serving at the 

time of the rendition of the reiwrt. 

(9) Component in which inducted or last enlisted or called to duty from a re- 

serve status. 

(10) Self-explanatory for enlisted men. For officers the date of current enlist- 

ment is omitted. 

(11) Race of e&ch individual is entered, using abbreviations in paragraph 

126(11), AR 345-900. 

(12) See footnote marked t at bottom of form. 

(13) Self-explanatory. Footnote at bottom of form marked • applies to heading. 
Source records: 

(1), (2), (3), (4) : General Order activating the division. 

(5) : Self-explanatory. 

(6) , (7), (8), (9), (10), (11) : Service records. 

(12) : AR 615-20. 
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Co L lOOth Inf 






SB (M) FOR KXPLUUnOR AS TO 1IHAT WIIX BB STRUCK COT 

ismAL*-aiam^ssaLr roster 

10 Sept 42 



(BUtloo) 



This rovter of ^ dieots wmti^ tht atmet of an noen*}* tboM aiiacbed, of this orgaolxatloa 

Reason for 00 Ho 10 Hq 60 th Inf Dlv,, dated 10 Sap »*H 2 . SubJe ojbi^Aotiv atitoi IQOth Inf 



(9%bMoi«— N ime trpevrlttea> 

Capts 100 th Inf Poraonnal Officer 

“ (OMidt u4 OTSuissUoa) 



8 g* ( 8 ) ( 9 ) ( 10 ) 

1042699 S T>dg>r. PaTld F fCo B 18 th Inf SA 1 - 8-40 



Ihidanrood# Oaoar W 


Ini 5 

do 


Set 








Cpl Ini 

Bromif Bruoa B do 



Grant# Williaa 0 do 



m 1 oi 



|faa« John F 


do 


Ifolnar. Ralph F 


do 


PTt 














Inf) 


Uinaon# Sanniel B 


do 


nias. Albert J 


do 
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43. AppUeatiim for Dependency Benefits (W* D., A. O. O. Torm No. 625). 

References: Circulars Nos. 225 and 288, War Department, 1942. See ex- 

planatory remarks on sheet attached to the form. 

When used: When an enlisted man or his dependent applies for family 

allowances. 

No. of copies: One copy of the form includes original, official copy, and appli- 
cant’s copy. • 

Distribution: Original to Office of Dependency Benefits, 213 Washington St., 
Newark, N. J. 

Official copy to service record; or, if a dependent applies, to the 
Office of Dependency Benefits. 

Applicant’s copy to the aig>licant 

a. The proper accomplishment of this form is directed in the instructions 
appended to the form. They are clear and concise, and should not prove 
difficult to follow. 

b. This form will be used for all applications for family allowances. It may 
be necessary for the company clerk to make the ai^llcation for the depend- 
ents of an enlisted man if the enlisted man himself refuses to do so. If the 
enlisted man does not desire to make the application (as for example, in 
favor of a divorced wife to whom alimony is still payable), the form should 
be sent to the dependent or the agent of the dependent with paragraph 1(a) 
accomplished. It should be accompanied by a letter of transmittal which 
should include Instructions on how to make the proper entries in the sjKxces, 
how to have the form notarized, and how to forward the necessary copies. 
A paragraph about the required supporting papers should also form part of 
the letter. This procedure should be followed if any class A dependent states 
in writing that she (or he) desires the allowance. 

c. Upon receiving the form with paragraph 1(a) accomidished, the depend- 
ent or the agent for the dependent completes the remainder of the form, with 
draws the applicant’s copy, and forwards the original and the official copy to 
the Office of Dependency Benefits. If the application is approved, the Ofilce 
of Dependency Benefits will forward to the organization commander of the 
enlisted man the official copy properly indorsed. The deductions from the 
pay of the enlisted man will then begin as directed. 

I 
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d. Front. 



WAR DEPARTMENT 




Do not write ia ihie tpMO * 

APPUCATION NUMBM APPLICATION FOR FAMILY ALLOWANCES 

X— (S«nraecaea*t Depcndcatt AUowaac« Act oC 1942) ^ 

Date ja2gUSl..21, 194.2 

I. (a) Soldier Carter .Qprp?^^. 

(Lmi irtniMM) (MtddhiMM) (Amur mtIaI aumlMrA Aruur cr*4« (Mvai*. rofporal. Mrsaant. Mf-il 

Band . JLltJi. Jn£antry....Ft.>..BenJ.a..iLsLrr 1 aon ^..Indiana Married 

iMJkUi-m Aimr mMm »**i*mt ^ -MrtM. 4itrw««dJ (Ract) 

1435 North 5g®n..Stwet 

ii'y.~6y ** — — * " "* * ‘ r. 'oY Vsuu) **”*’*’’** 

I hereby apply for the family allowances authorized by law for the foUowing>named relatives and/or dependents whq are related 
to me in the manner stated in paragraphs II and III below. 



I. (6) This Space Must ALSO be Filled in When Application is Made by a PcrsoIt Other than the Soldier. 



(Applicant's name) I, 



(Ym/ raUtioa (• aoMivr or dopMitlrat) 



(Address) hereby apply for the family 

(Numbor Md otrMi or R. P. DJ (City or lowo) (Suu) 



allowances authorized bv law for the following-named relatives and/or dependents o^he soldier whose name appears in 
paragraph I above, to whom this application pertains. /? 



CLASS A 



CLASS A 

II. Lot: fib (f), ckiU (C), Iwatr si{« 4iT«c«4 Uvloa aIubm; ii itill pajabli (f. Dif.). 01 



i, vrito “Nom” ii be nne cehna) 



Date and place of marriage to present wife .. 

Date and place of marriage to divorced wife Date of divorce ....lday...7.^.JlSt^ 

Amount of monthly alimony or support paymept-decSi^hd^court order or legal agreement for former wife divorced, or wife and/or 

child living separate and apart, 

Date alimony or support payment ceases 194... Name and location of court .CQQk..£L0.»..jS.Up9I‘4DX.. 

...Ci3.ux.t.,..JCJiLc.9^Q.^.jCL9.Qjk..Cc>unto6s^ 



LASS B DEPENDENTS 

JII. List below the father, mother Ymandfati^Y grandmother, stepfather, stepmother, either of husband or wife, person in loeo 
parentis, brother, sister, halfldrother. Iipf sister, stepbrother, stepsister, adopted brother, adopted sister, grandchildren, 
who are dependent upon the k ^crX si^ substantial ^rtion of their support. (If there are none in Class B, write "None** 
in the name column.) 



6. Kw. RA..EA..DA..iif..; ..Ida., 

7 DQt..uaad 1 

8 nat..U3ed - 

9 jiQt.-uaed 

IV. Enter on the lines below the full name and address of the person or persons to whom the check or checks is or are to be made 
payable. ' 

Make cheeks payable to — 



PayfnMU cov«fiBc Hm 
auwban ia para«ra»hs 
11 aMl III abova 




.lferi9..BMtJx.Cflrt.er. 

.Mari9D..iIun9..JQAY9A 

.Nary..MA9..CiWl'9r 



.JNaaliln£taa.^t.... .Inciianapfllla....'. In4. 

.JJ.Adama..St Chiaaga. IL L , 

....Ida W. Va. 







W. !>>t A. O. O.Form No. BBS 
June ai 1»«2 
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A|)p:-fr4S 



ABMY CI^RK 



e. Reverse. 



MfSikilS MV Mni>C ^ ^ MfllM 

T. Ite foBowlat-MaMd BanlMci «f (m) (the •oUUcr’i) tnnnvUaU UnOj u% mom tirviag m oOUkn, moOam^ or oootl 
fooiteibo (not oOotfi^ in tlw ipMt^ MMval Mm 



-J, 


1 rnemevrnmm | 






om 


OmO CVbirt) (Ifneil 




CMr. «M«. «> cm «nw 


SM» 
































. none 

















— 


.......... 




.. 


— ... — : — 


— 



VI. 1 boiel^ iweor or otBrm that all tho fonfoloc ■UUiaanla an eomot and that over/ member of Claae B for whom 1 1 

faml^ aUowanee ie dependent, to tho degno Indioai^ upba tho ool d ier whoea name oppean in pongnph 1 ahovob for 



COwiI^ 



• ^ . V. oi 4. ^ caareld Haas Carter 

Buboeiibed and owoni to befon me thie 21at..^ day , 

of ^y/)Ay^t at J!t«..£an4« Jlarriaon . 

-j|SfeiR^*«fe:r. Indiana. <®^ • ' 

/S. J.yjRlAN eworota^oM 





THIS 8PACB TO BB UBBD BT ABMY 0BGANIZAT10N8 

TO THB WAB 



iieadquartara^! 

To: Allowance and AHotment Branch, Building Y, 
1. Grade of eddier as shown on the application 
a. Anj voluntary allotments nov in force 
to the Finance Officer, U. 8. Army, of the n<~ 
for the deduction required for the soldier's 
court-martial forfeitures, at ieast llO per 

3. Proper notations have been mad< 
deductions will begin with the first moo< 
on June 1, 1943, and who filed appUear 

4. Tto official copy of this 

5. The soldier hu been ad^ 
eertiflcate, court decrees of 
illegitimate chUdten, legal a 
interested parties attesung' .. . 

Building Y7 20th and B Streets 



of aUowanoe will be stopped. 




AN APPUCATION FBOM A BOUNBS 



NE., Washington, D. C. 

Date of enlistment or induction ....Ifay..!...., 1942 
dier have been diseontinned or adjusted, by eubmlMion 

that sufficient monthlyjmy is due the sddier to provide 

family aUowanees and still Imve him, exclusive of possffile 



. record and on pay rolls to insure that appropriate monthly 
application, except that for applicants who were in the ser v fc e 

tionhasbeennuAbeginningwitlitbeinonthof Juno 1943. 

family aUowanoes has been withdrawn and filed with the soldier's service record. 



. , _ dependents I 

deradmy must be submitted to the Allowance find ASotment nranetL 
a, D. 0., within 0 mon^ frooLdate of filing appUoatioo, otherwise payment 




IVteaari 0#ew. 



THIS SPACE TO BE USED BY THB WAR DBPABTMENT TRANSMlTnNO COPY OP AN APPUCATION SUBMtTTSD 
BY OR FOB A DmNDENT OR BBLATIVB TO THE 80U>1BR*S ORGANIZATION 

AUowanee and Allotment Branch, WAR DEPARTMENT, Washington, D. C., 194^ 

To: 



1. Family aUowances under the Servicemen's Dependents Act of^943 has been authorised for the persons shown In 
paragraphs II and III on the reverse side of this form. 

3. Monthly deductiorrs of ($33), ($37)t must be made on.the pay roll starting with the month of 

194... 

8. The "official copy" of the application Is to be filed with the Sadler's service record. 

Bt oanna or nia SnoamrABT or Wan: 



Aifulant OmurmL 
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44. Oath of OfQoe Axmy of the United States (W. !>., A. O. O. Form 
No. 0337-T). 

Reference : . Instructions on reverse side of form. 

When used: Upon acceptance of a commission In the Army of the United 

States. 

No. of copies: Original only. 

Distribution: Through military channels to The Adjutant General. 



OATH OF OFFICE 

AKMY OF THE UNTTED STATES 
CTcmpomrj) 



INDICATI PERMANENT 
STATUS MY CUSCK MARK 


Ragular Army 




National Ouaid. U. 8. 




Offloen* Recerre Corps 





JOHK PHIIilP JONES 



NlatalO 



f hsTing beeQ appointed temporarily a (1) 



in the Anny of the United States, do solemnly swear (or affirm) that I will support and (2) 



defend the Constitution of the United States against all enemies, foreign and domesfio; that I will bear true 
luth and allegiance to the same; that I take this obligation freely, without any mental reserration or purpose 
of evasion; and that I will well and faithfully discharge the duties of^e offic^pon which I am about io enter: 
SO HELP ME GOD. 



Sworn to and subscribed before me, at . 

.wHL 

BMTVMN TUttOVQB CBASNMia 




(3) 

(Oi*4« ud omatotloo or ona or owAoi) - 



this 



day (^) 




MAMES L. UKTER, 
Captain, 100th Infantry 

A^utaiit 



w.ix,A.o^™o.osswr' 

( 1 ) A 41 names in full — First, middle (additional), and last in that order. 

(2) Enter grade to which appointed. 

(3) Signature of appointee in full as shown in line (1). 

(4) This must be the date the oath is taken. 

( 6 ) Typed name and signature of some civil officer who is authorized by law of the United 
States or by the local municipal law to administer oaths ; or before a judge advocate 
or acting Judge advocate, the president of a general court or special court, a summary 
court martial, the judge advocate or assistant judge advocate of a general or special 
court martial, or the adjutant of a command. Officers of the Army other than those 
specified are not authorized by law to administer such oaths. 

( 6 ) Must indicate the unit of the adjutant. 

Source records : Item 1 : Special order or letter of appointment announcing appointment. 

Item 2 : Instrument of appointment. Item 7 : Appointee. All other 
items self-explanatory. 

Noth. — P repared in the officers subsection of the unit personnel office upon receipt of noti- 
fication of appointment of an enlisted man to a commissioned grade. Fully completed, ' 

it is returned through channels to The Adjutant General, U. S. Army. 
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45. Penonnel Placement Questionnaire (W. D., A. O. 0. Form Ho. 0850). 



Beference: Clrcolar No. 342, War Department, 1942; Circular No. 6, War 

Department, 1043. 

Wlien used: When any man applies for commission in the Army of the 

United States. 

No. of copies: Duplicate, both to be signed. (W. D., A. Q. O. Form No. 0850a 
for duplicate.) 

Distribution: Both to the next higher commander if applicant is an enlisted 
man. To commanding general of service command, if civilian. 

This form must be completed in detail All paragraphs have an entry of some 
sort. If the ai^licant has no qualifications described in tlie particular para- 
graph, the words "No” or “None” will be entered. 

Paragraph 

1. Enter both present mailing address and State and county of permanent 

legal residence. 

2. Date, place of birth, and age ot applicant. 

3. Enter country of parents birthplace. If unknown, so state. 

4 Status of applicant in regard to his citizenship. 

6. Marital status of applicant Indicate by “X.” 

6. Number of dependents, other than wife, solely dependent upon applicant 

7. Self-explanatory. 

8. Enter fields of work that would be of special service to the (Government 

in order of ability in which the applicant feels himself qualified. . State 
reason briefly. 

9. Bead each subheading carefully to insure that only the service listed 

therein is entered. Care will be exercised to insure that service listed 
is chronological. 

10. Self-explanatory. 

11. Self-explanatory. 

12. Self-explanatory. 

13. Self-explanatory. 

14 Self-explanatory. 

15. Self-explanatory. 

16. Self-explanatory. 

17. Self-explanatory. 

18. Self-explanatory. 

19. Bead heading carefully and enter all data required for each civilian iiosi- 

tion held. 

20. Enter here any experience in management or leadership not listed under 

paragraph 13. 

21. In this space will be entered any qualifications or skills not listed under 

paragraph 13. 

22. Enter all schools attended other thah graded schools. This includes 

postgraduate work and night schools, if any. 

23. Be sure to enter all the languages that applicant speaks, and the degree 

of fluency that he commands in such language. If applicant speaks only 
English, make an entry “None.” 

24. Enter any travel or residence in foreign countries. 

25. Enter any defense work in which applicant is engaged, if any. 

26. Self-explanatory. 

27. Enter any limitations, other than time given in paragraph 26, which 

the aiq>licant may desire to state. 

28. This paragraph should be completed in detail, if applicant has been 

convicted. If never convicted, enter “Never” or “No convictions.” 

29. This paragraph is for the use of the applicant to list all information not 

called for elsewhere and to complete entries from paragraphs where 
space was insufficient. See note at the bottom of page 4 of the form. 
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a. Page 1. 



PERSONNEL PLACEMENT QUESTIONNAIRE 



Detailed answers should be made as the action taken by the War Department 
%nll depend upon the completeness of the information furnished. 

Where more space is needed, attach additional sheets. 

If praeticable, lUUch a reeent photograph showing on back thereof date it was made 
(Print or type anawera to gueationa,) Boxea in broken tinea for uae of War Department only 




December 31 » 19U2 

J. Name m chelleu .Carf, 

(Lut) (Fim) (Mlddk) 

Army serial No. any) 

Mailing address lllbh..JM?©.'tCT 

Legal or voting residence 

(Sum) (County) 



Legal or voting residence 

(Sum) 



Person to be notified in case of emergency: 

Name Belationship 

Address kl3..MadismAYenuex.Ea^^ 

2. (a) Birth ...IJfiYeiabex. 1.0^.-1217. Copk_ County,,, 

(b) Age last birthday ...25. ^ 

3. (a) Parental nativity: Country of mother^s birth -.-Unitgd..§tates 

Country of father’s birth Kn.i.ted__§tates_ 

(h) If married, country of \v'ife*s birth 

4. State whether or not you are a citizen of the United States and whether by birth or 

naturalization. (If the latter^ append evidence of naturalization, or if evidence not 
available, state on what date and in what court naturalized.) 

5. Marital status (indicate by “X”): Single X. Married Separated 

Divorced W’idowed 

6. Dependents (number completely dependent on you other, than wife) 

7. Race: White ..X.. Negro Indian Other (specify) 

8. In what fields and in what capacity do you consider that you could be of special service 

to the Government? (List in order of ability.) 



.Adzairdatx.atly.e..dut£ife9...^^ 



. SI ^Tml ..Gommunicationa L.Pr$YlQu§..plyiilan.e:j^eri^^^^ 



O. (u) Chronological etatement of service in the Army, Navy, Marine Corps, including service as a 
cadet at U. S. Military or Naval Academy, National Naval Volunteers, National Guard in 
Federal service, as a Reserve officer on active duty, or at military training camps, or as a con- 
tract surgeon serving full time, or as a student in the C. M. T. C. or R. 0. T. C., Basic Course, 
Advanced Course, and Advanced Course camp, giving inclusive dates for each day, month, 
and year, if practicable, from your personal records. Do not write to War Department for 
exact data. 



DATES 



From— To— 



Oicaolzation (iocludo 
arm or aarvica) 



Full namo imd 
erode of iramediate 
commaadtos ofQoer 



7A/-3S -U3j35 ....Basic .C..M,.T.,.C.. EA5in..XBrtIf)I!«.C.. Si.my.Ca.pt. Inf. 

> .11/97 U2....X/Set mt.Ji.Inf.. EEES..SGI..!^.OB. .W. J?.....Sl!lMSRS^..C.apt . Inf. 

[iin 
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J>, Page *• 



(^) Were you ever retMted for euy brendi of tbe mUiUry service or for the 

R. 0. T. C. -Jr? — - or C. M. T. C. — J?9. 7 If so, state when and where 

rejected and cause ...... — 



(e) Service, showing dates of service and highest grade held, in Officers* Reserve Corps 
(inactive) ; National Guard of tho Unit^ States; Enlists Reserve Corps (inactive) ; 
Naval or Marine Corps Reserve Forces (inactive) ; National Guard or Naval Militia 
not in Federal service, or in military or naval forces of foreign countries. (State 
name of foreign country and when service was performed.) 

None 



(d) Prior service in Coast Guard, Public Health Service, or Coast and Geodetic Surv^. 



Give dates and nature of service None. 



(e) Were all discharges granted under honorable conditions? Yes No. 

(f) Have you already established military preferepce with the Civil Service Commissionf 

Yes No. 

If so, check kind of preference below: 

Veteran Disabled veteran. 



10. Are you now a member’ of — 

(а) National Guard 

(б) Officers* Reserve Corps 

(c) United States Naval Reserve 

(d) Marine Corps Reserve 

(e) Coast Guard Reserve 

11. Have you registered \mder the Selective Service Act? Yes 

address of local board ...... ... 



r«t ffo 

X 



X 



X 



X 



X 



No. If so, give 



If classified, give your classification Your order number .... 

12. Are you now receiving pay as a retired officer? (Enlisted man)? Yes No. 

18. Are you now drawing compensation or other benefits from the Veterans Administration? 

Yes .-JL. No. If so, state amount 

14. Physical condition is; Excellent X.-. very good fair ..p. poor 

Height without shoes . Jl feet -20^- inches. Weight pounds. 

16. (a) Have you any physical defect or disability whatsoever? Yes ..A.. No. 

(6) Have you ever hod a nervous breakdown? Yes Ik. No. 

If your answer to either (a) or (6) above is yes, give full particulars: 



CZZl 




16. Have you ever been turned down for life insurance? Yes -X.. No. 

17. Do you hold any elective or appointive office, Federal, State, or municipal? Yes 

.i.. No. If so, give details 



18. Are you now empl<^ed by the Federal Government? ..X- Yes No. 

(a) If so 

(Dtpartment «r ateacy) (Buaaau) 

(i) If you now are or have ever been so employed, give dates: 

Rom ■ Januanr ; to JJatfi. 

Pfamii) (Yav) (UaotK) (Yaar) la aatii -a 

9 



Digitized by 



Google 



282 



Original from 

UNIVERSITY OF CALIFORNIA 




THE ARMY CLERK 



App.— 46 



c. Page S. 



19. Ejmerience: In the spj^ funuahed beloir, give a record of important employment, f I ' | 

both public and private, which you have had. Start with your present post- [ J 

tion and work back to the nnt position you held. Describe your fidd of | | | 

work and position and give your duties and responsibilities in such detail as to ^ 

make your qualifications dea^. [ 1 



Present position: 



p1a/v> P ort Dix* Je w 

“(oitV)’ * ’ 

From to 

(Month) 0"«*r) ' ’(Month)' Of«ir)’ 

Name of employer ..-U.tSjiAl?!/. 

Address -FortJiXxJSLW. 

TTinH of business or organization 



Exact title of position 

Salary: Starting per 

Final $ 

Duties and responsibilities 

ment| qhe^cked 

i^nor decisions* 



Number and dass of employees you supervised 

...lfi..nlftrisLTjfeypJlats 

Name and title of your immediate supervisor 

-H*^-P.*..S \ IBaaarS^-.C.aigt#..lRf,tA-T$l!g-t--P*Machine8 and equipment you used 
Reason for leaving 



Place .5hi?AS.9. ?A9i5. 

(dujr) (SUM) 

From to 

" (M»th)’ (Yenr) **’(Mwth) (Yw) 

Name of Awiplr^yAr Bel l Telepho ne Co ♦ 

Address 

Kind of business or organization 



Number and dass of employees you supervised 
3 5 m eohaj^qs 

Name and title of your immediate supervisor 



Reason for leaving .Il^AQtion_^tq_. 
military servioe 



Exact tide of position 

Salary: Starting per jl!?™ 

Final $ 

Duties and responsibilities *5^ 



telephone aystems and swit^ boar ^» 

AQuli..eeieAt..own.^ 




.teating^.fiqulpmejit. 



1^1 ace — 

(City) (SUM) 

From to 

(Month) (Y«v) (Month) (Yoor) 

Name of employer 

Address 

Kind of business or organization 



Exact title of position 

Salary: Starting $ per 

Final $ 

Duties and responsibilities 



Number and dass of employees you supervised 



Name and title of your immediate supervisor 



Reason for leaving 



Machines and equipment you used 



10— aeau-a 
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d. Page 5. 

20. Other experience in management or leadership or any special not shown under 
question 19 .None ; 



21. In addition to employment in your main field or fields of professional specialization, specify 
any other qualifications or skills you have acquired through study, civic enterprise, 

hobbies, construction of instruments, etc. (For example: Photography, aviation, 

public speaking, civic organizations, cryptanalysis, pigeon training, radio transmission, I 

etc.) Answer specifically (/), (^), and (h) below. 



OocttpatioD or skill 


Describo work or study 


Radio amateur - Class B license 


Built and repaired short-wave radio sets 




voice and CHi can operate 15 wpm. 










(r) 








(rf) 
















(j) Experience* high 


Played comedy roles* Amateur only. 


school dramatics 




(ig) Experience as an instructor...^5?»^............_....«... 








(h) AfhiAtiv «vm Baseball 


High school and college team; regular 




3d baseman. 



22. Education (includes military service schools): 



(a) Circle highest grade completed, elcmentarv or high schools: 

1 2 3 4 5 6 7 8 9 10 11 Did you graduate? X., Yes No. 





1 

School I 

(Dsme of iostUutioo) | 


Years 

attended 


Graduate? 


Desrets 


Subject majored in 




College 


Indiana Uhiv 


U 


Yes *39 


K Jtog 


Elec 

Engineering 


Post-graduate 

Military service school 
(branch and special). ... 


liassachusett 

Saat..pf..Teph.. 


[l/k 


No 




N 
















6 
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(e) Other subjects specialized in 



23. Foreign languages (check proficiency). 




24. Foreign travel and residence: 

Indicate specifically the duration, location, and nature of any foreign experience you may hav 0 
had. (Country and subdivision — Use ofiicial name as of 1935.) 

Dates of travel or residence .. 

Country 

Purpose and nature 



25. Describe the work, if any, connected with war activities (including civilian defense) in which you are 
now engaged . . . . . . . .\?.® .® . ®. ) 



26. How many days' advance notice will you require before being available for service? 

27. State any other limitations which you care to place on your availability 



28. Have you ever been convicted by a civil or military court? If so, give the date and circumstances. 

No convictions 



29. Remarks. State any other information you may desire to submit which will bo helpful in ascertaining 
your best field of usefulness 1 



Signature 







(First Dame) (MidtJlo name) 

(Sign All Names in Full) 

CA.U VaLLIAl/ aiCHELISU 





(Name typed or printed) 



Note.— D o not send with this questionnaire valuable personal papers such as Uirth certificate, passports, ettU 
zens hip papers, discharge certificates, tt'arrants, commissions, original tetters of commendation, etc,, which 
you desire to be returned to you. As a rule these documents are unneccssarg for the consideration of your case. 



g. 9- goviAMMiNr ggpicc ta— Mail..# 



a 
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46. Hlleaere Voucher (Standard Form 1071). 



Reference : See Instructions on the back of the form. 

When used : For the payment of mileage allowance. 

No. of copies: One orl^al and two memorandum copies. 

Distribution : Original and one memorandum copy to the disbursing officer, one 
memorandum copy to the file of the individual. 



a. This form is to be used for claims against the United States for payment 
of the money allowance for travel under official orders. Two copies of the order 
directing the travel must accompany the voucher when submitted to the dis- 
bursing officer b^ore payment can be made. 

ft. On the back of the voucher, describe in detail the travd performed. When 
the travel is performed in different stages by different means of transportation, 
show the breakdown. For example, if travel from Fort Custer to Battle Creek, 
Mich., was furnished by the Government the trip would be brok^ down into 
several sections : 



(1) 


(2) 


(8) 


(4) 


(5) 


Date 

J9i3 


From 


Date 

19^ 


To 


Kind 0/ 
transportation 
furnished 


June 1 


Ft Custer, Mich. 


June 1 


Battle Cre^, Mich. 


G/A 


June 1 


Battle Creek, Mich. 


June 3 


Macon, Ga. 


None (p) 


June 3 


Macon, Georgia 


June 3 


Camp Wheeler, Ga. 


G/A 



0 . Columns 1, 2, 3, 4, and 5 are to be filled in by traveler. 

d. In column 5 will appear the method of travel. See notes above signature 
of payee, near center of page, 

e. Colunms 6, 7, and 8 are to be filled in by the officer paying the voucher, or 
the disbursing officer to whom the voucher is rendered for payment. 

/. If the voucher is to be paid in cash, the payee will be required to sign the 
voucher, both in the center of the page and at the bottom of the form. 

ff. All erasures and strike-overs must be initialed by payee. 

ft. Reverse. 
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i. Front. 



Standard Fbnn Vo. lOtl-ftavM . 
Form approvad by ConptroOw Qeaecal. U. fl. 
March 36, IMO 
Ott.Bag.No.W 



(Sblaaiciit el travel perfenaed ■ 



MILEAGE VOUCHER X)« 0. Vwchtf Ifo, 

Aet «f JiiM i«» l»tt« 42 Sut. <31 Bu, Voucher No. 

b ceiflaMr IM M bf pifM priM to IImm BMl aol to 1ST <ni«* er illeretiaQ laJew ioiltaled er iliaed by hiin) 

I RAID BY 1 



nth Inf a 



Genenl kuatai Offic* n ^ 

PREAUDIT . ....rrrr-. .....tr 

CcrtUMforpeyaeot tatlie THE UNITED STATES^ Dr.y 

son o( a C XftroXci La CRi*toi*t.^ Xs t X «ta» nth Infa ^^^ 

Cbnptratf er Ocacral •/ 0**y«4) 

<M Aatei. Fort Beniaai^^^ 

By - - -- **''*'’’76ffl'dd’iieiiooy« be void by reNTre'^ml^ * 

j»th..?rainlnjg^,Reg^ljne^^^^ 



under attached order 19 A?... received at ... Ft • ..C^5ter^..^chi^^^ 



(Per uae el paytnt aAear) 



Mail check to 



STATEMENT OP TRAVEL PBBPOBMED-Tobeflpedlnby trateler 



COMPUTATION OP AMOUNT DUB-Tobe 
lUled in by administrative officer 



Pots 






raoM-w 


(1) 


(S) 


June ly 


Fort Custer, Mich* 





Camp V.^eeler, Ga* None 
(p) 



Brought forward from statement on reveree hereof.. 



Landcrant 
lodudad in 
wtebllshad 
route and 

(«> 


Transport** 

tioa 

faroisbad 
ascludlog 
laud grant 
to column 6 
(7) 


Mil4$ 


NU0 



Non.i~ 

Treesporutkm ftmished by U. 8. Oovernaent: 

Oovernment tranaportatioo reqoHt; rad, water, air, or btsbway...................... T/R 

aoTernmeot aatomobUe. ...... ................................... 0/A 

Ooveroment boat — ......... O/D 

Goreramoot plans or airship.^ 0/P 

No transportation furnished by U. B, Gorernmeat. NO! 



No transportation furnished by U. B, Gorernment. NONE 

Indicate method of traTel used by Inserting nftsr **None" one of the following ietters: Eigbway (H)| 
Air (A); Water (W); Rail (R); mratoly owned ooDveyance (P). 

T/R Nofc — CairlerCs) .... ........... 

T/R No. — i Carrler(s) 

T/R No. ... Ceirler(s) — 



Totals... 

... T/R — ■■ ■■■ 

... 0/A Rate per iMiar$ doUot* 

-g/? mile 0.03 a 03 

Amount. 

Deduct columns 6 and/or 7...... 

Other deduction (wpliit w wtene) ... 

N ET AMOUNT TO BE PAID. 




I CBBTIPT that the foregoing statement of travel was performed in compliance with order attached and is correct; that payment 
therefor has not been receivra: and that no transportation was furnished by the United States, either in kind or on Government trails* 

^ 

^Payaa) ^ (Ranb or Title) 



I csRTXPT that the above account is correct, and that the travel performed was in accordanc^^th th^rder issued therefor. 

•Apwoved for t (sign.. T ♦ 

ApproTca OBIGLNAt r vw 

" ....... vr.«. BRYAN Inf 




ACCOUNTINO CLASSIFICATION-Por complaUon by admlnUtratlva offlM 



Appropclatioo.llniUtloo«pR4«ct symbol I Appropriation titla | LimiMtlon or projact (amount) ( Appropriation (amouot) 




fCheek 



Cheek No. dated 19.. 

.Cash, on 19. 



10 <8IGN ^ 

— ORlGlNAli 
ONLY) 



/on Treasurer of the United States 
'*\in favor of payee named above* 



♦If tha a bility tooartuy aod wtborlty to tpprovo ara combload in ooa p«soa, oaa stgnotura only is oocaasaiy; otbarwlra tbo approTlng offloar will ilgu la tha blank spaoa balov 
**i^ipwovad foe aad orac his official UUa. lo^unt 
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47. Soldiers' Deposits (W. D., F. D. Form No. 10). 

Reference: AR 85-2000. 

When used: Immediately after deposits are made. See note on face of form, 
o. Front. 
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6. Reverte. 



Wim DBPASTMSMT 

«nt Form lfo» !• 

-VT“ 



SOLDIERS’ DEPOSITS 

Company A> ISth Infantry 

Pfc* H« C« 

(Bat»d»teo«l.poriHm^. ?«ptaybdr 30 , 1941 



Thb CaiEP OF Finance, Waslungton, D. C. 

The foUowiiig depoeiU have this day been made with J. M. GAR7IC. Ifajor 



Finance Officer, U. S. Army. 



NAMB 

<B&Mr aorooBM Snt) 


SBRXALNOw 


BANK 


OaOANIZATtON 


AMOUNT 


Adaoa, Carl P« 


84534532 


Cpl 


Co A ISth Inf 


# 20 


00 


Bock, Herbert M* 


23423457 


Sgt 


Co A ISth Inf 


50 


00 . 


Citse, Maxwell P« 


45679801 


Pvt 


Co A ISth Inf 


5 


00 


Downs, Harold P» 


66667534 


T. SfTt 


Co A 13 th Inf 


900 


00 ^ 




66678901 


Pvt 


Co A 13 th Inf 


10 


J 3 a- 


























irOTE 




imi 








This form la accompli a) 
after deooait la made. 










ately 

umber 


and grade, the crganlac 
amnunt c 


liltBu'lffll 


itite 




;atlon will 


be 




















• 























































Bach report will contain only the deposits made with a 
afnslo Finance Officer on a given dale. This report will bo 
fortvardod bj the comt>an7 commander, immediately after 
Alto doixwit Is made, direct to the Chief of Finance. _ 



FRSOERIC B. WILUAliS 
Copt. ISth Tnfantr y 

Commanding Co,x A . 
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4& SoldlMr's D«po«it Book (W. P., F. T>. Fonn Vo. 33). 

Reference: AB 85-2600. 

When need : When an enlisted man deposits money with the disbursing officer. 
No. of copies : Original only. 

Distribution : To the enlisted man depositing money. 

a. This form Is to be used when an enlisted man deposits money with the dis- 
bursing officer, and remains in the possession of the enlisted man, or If he so 
desires, it may be filed with his service record. 

b. The Form No. 83 la much the same as any bank d^KMBlt book that is In 
common use by the banks of the country. On the front page of the form 
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(after the form has been folded along the lines) enter the name, grade, Army 
serial number, and the organization of the enlisted man. See iilustration 
below. 

0. On the Inside of the form, the name of the enlisted man and his Army 
serial number are entered, and the record of his deposits is entered in the 
columns. 

d. The form is self-explanatory as to Information and authentication neces- 
sary, but care should be taken that the organization commander and the dis- 
bursing officer have signed the entry. 

e. For more detailed information see paragraph 2a and 6, AR 35-2600. 



Reverse. 
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40. Model voucher, unit and similar fund. 

Reference: AR 210-50. 

When used : To support each entry in council book. 

No. of copies : One. 

Distribution: Securely fastened in voucher file for month in which transaction 
was made 

(1) Heading:, giving designation of fund and organization to which the fund 

pertains. 

(2) Address of organization. 

(3) Date of transaction, which will also be the date of entry in council book. 



(4) Certificate of commanding ofiicer (custodian of fond) stating to whom 

or from whom i>ayment was made or received, address of other i>arty 
to transaction, amount Involved in transaction, method of payment. 

(5) Itemized statement of articles or services covered by voucher. Sales slip 

or other form of invoice may be attached to voucher in lieu of listing 
here shown, if desired, provided that a notation calling attention to 
attached sales slip or invoice is made in this space. 

(6) Durable property purchased will be picked up in fund-owned property list 

in front of the council book. 

(7) Nondurable property Immediately expended need not be picked up in 

fund-owned property list, but may be dropped on this certificate. 

(8) Signature of custodian of fund. 

(9) Grade and arm or service of custodian. 



(10) ^ddress of other party to transaction. 

(11) Date of transaction (receipt of payment). 

(12) Certificate as to correctness of payment. 



(13) Signature of party receiving payment. 

(14) Title or authority for receiving payment 



(15) Voucher briefing, showing voucher number, date of entry, and amount. 

Note. — ^This form is suggested. Any form of voucher that will support ttie 
expenditure is authorized, but this is a good form of voucher. 
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COMPANY FUND, COMPANY L, lOOTH INFANTRY (1) 

FORT WASHINGTON, MD». (2) 

Ju^jr 5, 19A2. (3) 



I 



CERTIFY THAT I HAVE THIS DAY *PAID TO 



JQL 



A, JONES. Jems ATHLm 
(Name of other party) 



GOODS CO., ALBANY, 



(Rank & org. 



NEW YORK. 

or title iuid addraaa) 



THE SUM Cy Ten D OLLARS AN D 00 C ENTS (llOjCOj. *BY CHECK 
N0.Jjt2_.*iN-GASH-IN PAYMENT FOR THE FOLLOWING: (4) 



(*) 2 Bate, baseball, de luxe, • $4*S3 ea. I9-70 ($) 

(**) 5 ibe. lime ,30 

TOTAL llO.OO 

Picked up on fund-owned property Hat, (6) 

Expended, Uaed to nark baseball diamond, (7) 

( 8 ) 

CUSTODIAN 
BILL A. SMITH 

Captain, Infantry, (9) 

tSftADS 




(statenent for other party to transaction) 



Albany, New York, (10) 

July 5, ,1942 , (11) 

I CERTIFY that THE PAYMENT REFERRED TO ABOVE HAS BEEN 
♦RECEIVED AND HAD NOT PREVIOUSLY BEEN «MABfi-*RECEIV£D AND THAT THE 
amount is just and CORRECT, (12) 



(13) 

SIGNATURE 
WILLIAM A, JONES, 

Owner, Jones Athletic Goods C o, (14) 
RANK OR TITLE 



eiStrike out words not apj^cable. 



VOUCHER NO, 

DATE 

AMOUNT 










(15) 
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50. Inventory and Inspection Report (W. D., I. G. D. Form No. 1). 
Reference : AR 20-35 and 35-6640. 

When used : See paragraph 5, AR 35-6640, and paragraph 2, AR 20-35. 

No. of copies : Three. 

Distribution: One to organization files (triplicate) ; two copies to the higher 
headquarters. 

a. This form is used to relieve the responsible officer of responsibility and the 
accountable officer of accountability for property that has become unserviceable 
through fair wear and tear, through becoming obsolete, or for subsistence 
stores that have become damaged or spoiled and are of no further value. 
When accomplishing this form, read carefully the instructions about the proper 
way to enter the articles and about the articles to be entered. Controlled or 
supervised items must be entered on a separate report. Subsistence stores 
must be entered apart from other quartermaster property. 

b. Items listed as controlled; Any item that is the responsibility of the chief 
of service or any item designated as controlled or supervised. Examples of 
these items are rifles, machine guns, and similar ordnance property. 

c. Under the heading of “Inventory and inspection report” type on the form 
the statement, “These articles are (or are not) listed as supervised.” XXXX 

out the words “Articles | are^not} supervised.” Only one kind of prop- 

erty may be entered on one report : That is both quartermaster and signal prop- 
erty may not be entered on one sheet. 

d. Under the heading “Pertaining to” enter the unit: That is, Hq Co 12th Inf. 

e. On the line listed “Inspected at,” enter the place of inspection. 

f. Place the date, and the name of the inspector, with the data as to grade 
and arm or service of the inspector. 

g. In columns 1 to 3, inclusive, enter the stock number and item (column 1), 
the quantity of the item (column 2), and the price of the item (colunm 3). 

h. If the price is not known, estimate the cost, and under the price write 
“estimated.” 

i. Columns 4 to 9, inclusive, are for the action of the inspector. 

j. On the back of the sheet, be sure to fill in the certificate of the responsible 
officer. This is the commanding officer of the unit submitting the report 

k. All other paragraphs are for use of various officers, after the inspector 
has decided on the distribution of the property listed on the face of the 
certificate. 

l. No strike-overs or erasures are permitted on this form. 
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m. Front. 



fAoa . 



INVENTORY AND INSPECTION REPORT 

(ArtlclM •• ooBtroUed) 

"These articles are not listed as superrised." 

Of Quartermaster property. PA rtiuning Hth Infantry Med, Pet. 

(Cli«,QM,inadJQil,ttoO (SteUoo or oqiuilsatian) 

AccouBtRhIi. J.E. MA.CQILL , Major QMC . Inspected at .K*, 



On Ju ne 5 I 1942 



By D. B . TIABRIC, Lt. Col.; IQ D 

(V iptdol tUBMOtor, lUU ftntharlt7 and dM) 



EEPORT BY RESrONSIBLE OmCEB 



l 


S 


% 


4 


S 


4 


T 


■ 


f 


ABTICLES 

Clf lB*eondld«n«f prapMrtykdiMtofalrwMr ana Um, atat* «o after bat Itam 


Onaatlty 


Total aoat 
price. If not 
known. aaCl* 
mate it 


J 


1 

i 


ll 

1} 


i 

1 


1 

X 

iS 


jl 


8lod( No. 


Daacription 


26-C 


Cots, steel 


11 


130.25 














74-C-300 


Corers. canteen. M1910. dismounted 


29 


16.53 














74-C-60 


Cans. meat. U1910 


22 


11.00 
















.Mattre8j9ejBj„.c.o^^^ 


14 


46.76 














27rSr7.Q5.Q.. 


.Sbi9St8a..ifi9ttPnj..blea^^^^ 


107 


75.97 














JLQ.tP- 5.95.... 


.Pill.05f.9j...C.0.t.t.0JX 


11 


8.91 
















-Ca5.e.9a..pilliOWj...CPtt-pn 


72 


13.68 














^TrB.d5.T.3_ 




115 


367.14 


















.UST..ITEat 




















\ 




















\ 




















\ 




















y 




















y 




















.Thfl..Brticlfls„lX^ t«.d.ab.o.Y.©...b.e.c.affle...dw 


la^ed t 


hrough 

















.ralr..wear 


service 












1 



























\ _ 




















.........A 




















... \ n* R. WT 


■T.TR 1 



















----- : - Cfl^-t.-. 
















































































^ 




















y 


















* 


y 


















1 


y_ 
































, 








y 




1 








■■ 








y 




















\ 








1 


























;_J 






y *** 




















y 




















\ 



















MSPOSmON BY DfSPECTOR 
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n. Reverse. 

INSTRUCTIONS 

1. This form will he «Md for the Invontoiy eni tiipwltaii 
crtr («xocpi public MUmalt) for •oadcoiaatio* In all tbo brancbca of 
tb« Army. RwrU to bt auboUttad in dopliooit. 

t. Separate laircntorica will ba prepared for property pertaining to 
the different eupply branebea. lor "Subeiatance Storaa'* aa diatinct from 
other property of the Q. M. Oorpa. far property not listed as controlled, 
for property listed aa coatndladr Cor public buildtaga. and for ecasels or 
boats of the Army. 

t. For regulatioaa rdatlag to tba laspeeUoa of property for eondeof 
nation. Including the preparation, approval, and dlapoaitlon of X. A 1. 
Beporta. oec A- B. tO-U. Spadal a t tea t ioa la lavlUd to the following 
pamgrapbo thaaeof t . 

Par 2a (i) t Artklaa Idcntiflad by aerial nuiabara arlll ba listed singly, 
giving aerial number, arsenal or other Initial, date of Ismo, and length 
of time they have been la the aervica, together with auch other special 
Information peculiar to the article as may ba requlrsd. Tbaao daU may 
be given In column 1. using oMro than one Una if n aoa s aa r y, or on a Uat 
attac h ed to the t A L Report. 

Par. ter Erasures of cotriao on t A L Reports are prohibited. 
Changes In entrtea must be authentlcatad by the Initials of the Inspector 
Blank Unes. column 1. will ba ruled out la rad ink when no artlclsa are 
entered thereon. 

Par. 2d: Cost price of the property if not of record will be estimated. 

Par. 9b (9 ) : Marking C..** etc., at time of inspeetioo of articles 
to ba tomed In to salvage. Salvage oAoers must receipt oo the I. A L 
Report for such property turned in. 

Par. 9b fS) i Marking or mutilation at time of Inspection of articles 
"to be turned In for reclamation of component parts.’* Reclamation 
ofRcsr must receipt on the X. A I Report for such aiticisa turned la. 

Par. T ! Witness to the destruction of property. 

Par. 8: Disposition of L A I. Reports. 

4. When all the arUcles Inventoried are not presented to the Inspector, 
the number or quantity not presented should be carried in the column 
"to be eontinnsd in service.’* 




1 CERTinr that the mrticlei *^to be destroyed*’ on this 
1. A I. Report have been destroyed in my presence. 




Received the articles "to be turned in for reclamation of 
component parts" on this I. & I. Report. 




Ft# Benjami n HarrlBoiie IndiaaR 

I examrr that thU inventory, consisting of ^ 
sheets, is correct In every pai^cular^ that each artldt 
enumerated bos been examined by me personally, bas never 
been previously condemned, and is, in my opinion, unservloe* 
able or unsuitable for further public use bore, and reqnlNs 
tbo action of an Inspector. 




D. R. WILLISs 

...Cl!^.t.a.aJtodifijld...C^^ 

RebponHbte Officer, 



I canrr tbat 1 have carefully examined the articles 
enumerated within, and that the dlsposltioo recommended 
Is, in my judgment, the best for the public Interest 



For action of Department or Corps Area Commander. 

(Pv.8,AB2b«) 



Approved: 



By command of .... 



For action of Chief of Supply Brandi. 




For action of the Se cie ta ty of War. 
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51. Index Sheet (W. D., Q. H. C. Form No. 351). 

Reference: War Department Correspondence File, 1918. 

When used: For cross filing. 

No. of copies : Any number needed. 

Distribution: To various file folders. 

(1) File under No. — (Enter here the file under which the Index sheet is to 

be filed. In this case It is 220.6.) 

(2) Synopsis (Under “Synopsis” make brief entry showing date of communi- 

cation and from ^om received and synopsis sufficient to Identify the 
communication.) 

(8) Document filed under No. — (Enter here the file number under which 
the communication is actually filed. In this case it is 220.482. It will ex- 
pedite the locating of the correspondence if its serial number is also 
known, which, in this case, is 24.) 
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(1) m£ tmsR Ml ^*6 

INDEX SHEET 

(2) 5VN0F3I3 



Ltr* Chief of Ord« to 8/4/42, requests that 3 enl« 

men be detailed as guards for protection of Ord* material 
a t (place) during convention of Society of Autcnotiye 

Engineers* Also request travel orders be issvMd and monetary 
alloirance authorised* 



(3) DOCUMENT FILED Vmm m. 220*482 -Vo* 24* 



I weT B C onoNS .— Under make brief entry dKmbg date of ccnnimmf^ and 

from whom received and synopaSa sufficient to Identify the papers. 'When these Indeoc aheeli 
become numerous u n d e r a subject they will be entered on the consolidated index sheet and 
then destroyed. *.*,iimii*ii i*i*wMiiw a mm 
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52. Consolidated Index Sheet (W. D., Q. M. C. Form No. 352). 

Reference: War Department Correspondence File, 1918. 

When osed : When Index sheets become numerous In one file. 

No. of copies : Original. 

Distribution: To file folders. 

(1) File under No. (Here enter file number under whl<di the sheet Is to 

be filed.) 

(2) Date Synopsis Documents filed under 

Copy Information from Ind^ sheets that are being consolidated. The Index 
sheets are then destroyed. 

APPENDIX B 



INtTBUCTlONtt TMM POBM WIU. M U«> re CeNMLlDATB INOCXe* THAT BSCOMB NUMCnCIM UNOCR ANY NUMMB 



CONSOLIDATED INDEX SHEET 

(1 ) Filb Under No. 461 • publications. Books, periodicals. 



DATS 


•YNOPSlt 


DOCUMENTS PILED UNOCN 


8 / 2/42 


Ltr* AGO* r* courses at AG School and books fbr 
use therein. 


352.11 - No. 22 


8/6/42 


Ltr. 3d Serv. Comd. • Encourages subscriptions 
by org. for newspapers and magasines. 


400.134 - No. 8 


e/ 7/42 


Memo. Ft. Washington • Decision on pub. of post 
newspaper. 


016. . No. 61 


8 / 10/42 


Ltr. Col. E.B. Sheppard to AG - Request allowance 
for shipment’ of excess amount of professional ana 
technical books at Government expense. 


524.3 - No. 88 


8 / 15/42 


Ltr. AGO - Publication of information contained 
in Fort Record Book prohibited 


313.2 - No. 10 



Digitized b 




Original from 

UNIVERSITY OF CALIFORNIA 



299 




App. — 63 



THE ARMY CLERK 



53. List of Papers (W. D., Q. M. C. Form No. 353). 

Reference: War Department Correspondence Pile, 1918. 

When used : When a file classification contains several papers. 

No. of copies : Original. 

Distribution: To proper file folder. 

(1) File under No. (Enter here the file number and brief of subject to 

which the list of papers pertain.) 

(2) Sheet No. (The sheet number is not required by regulations, but It 

helps to locate one if it becomes lost.) 

(3) Binder No. (The binder number is not required by regulations. 

When a binder gets bulky it is closed and another one started. In a 
search for a communication, the binder number on the list of papers will 
expedite Its location when there are a number of binders already filled 
and laid away.) 

(4) Serial No. (Each communication that is listed is given a number. 

This number is written in pencil on the bottom of each sheet of the com- 
munication to expedite its location.) 
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^ M. c. rorsi aniOM m. 

UST OFPAP El^ 

jfo. fialict«d H«i« . 



(2) SHESr NO. 2 b) BINDER NO. 1 

- - - - - ^ -■ - 6-^ - 



•CaiAL 

auMBca 




BATC 


10- 


tniopais 


) 24 


Chi«f of Ord« 


9/k/lA 


Tho A* 0* 


Bo(|tioet8 dotail of 3 SI as 
goardo for Ord« Itotorlol at 
SociotF of Auto Bogr Convontloo 
at (pImo) • 


25 


Tho A* G« 


9/b/IA 


CO Ft Nash. ltd. 


Dirooto 10 £U procood im. Ft Naohi 
to Ft lloodo# in ooonoctioa with 
aoTOBsat of war auppliose 


26 


OQ Ft Moadop Ud. 




CX} Ft ICoaroo»Vo« 


Roq^osta Govt. Tronsp.fron Ft 
Ifonroo bo fUmiohod for travol 
of 4 £a Ft Moado to .Ft IConroo 

as witnosoos for Oourt Martial. 


27 


CO C«np Loo# Vo« 


i/Xl/lA 


Tho A*.Ge 


Subjt "Travol of fill. Mon." 
Roports that no tronsp. availabl« 
for BM travoling to and fToa 
RichBOiid#Ta.# on official dutj. 








% 

\ 





iMvrmocnoirsw— Wbatt papm oo a Mbjwi teoooM avoMrous tbe/ wffl be aumberad eeriaUjc and brief entriee aiade on thie tom. 
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I 

! 54. Out-cliarffe Sheet <W. D., Q. M. C. Form No. 355). 

\ Reference: War Department Correspondoice File, IdlS. 

i When used: When a document or file of documents Is removed from file, 

j No. of copies : Duplicate. • 

Distribution: Original In file: duphca^ to suigieilse file. 

! (1) File No. (Here enter the number of the file being removed from it.*- 

* place.) 

i 

I . ' 

■ 

(2) Date charged out (Date the file Is remov^ from its place.) 

(8). Charged to (Name of person taking the file, and. If necessary, 

p designation of office or place. to- whUh file Is being taken.) 

F (4) Remarks (Any remarks deemed necessary to the case.) 







t 
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(1) File No. 220.482 - Travel of fiiUated Uen. (Binder H) 

OUT-CHARGE SHEET 

(2) Date charged out 8/22/42 

(3) Charged to Warrant Officer Jones, Chief Cleric, Pars. Section* 

(4) Remarks: Desires to use the file for about one eeek* 



lM8TRUCTXON8.^1f a <loeisniCDt h taken from the filee» charge It to the pereon to whom dcHvered. ICaikt 
charge eheet la doplkate. Place one in record file and one in euapended file used for fonowwupoo**charge-^taheeCe.'* 



0.1C.0 



.O. Poem MS (Old Ka m 
' JvlFll^ieiS 
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55. Incorrect Classification Sheet (W. D., Q. TL C. Form No. 357). 
Beference: War Department Correspondence File, 1918. 

When used : To correct the classification of a communication. 

No. of copies: Original. 

Distribution: To file. See (1) below. 

(1) Papers originally misfiled under (Here enter file number under which 

communication was originally filed. This sheet is filed under the same 
number and in the same place as the communication was originally 
filed. Communication is then placed in a folder with the correct classi- 
fication number.) 

(2) Correct classification number (Enter here the new file number under 

which the communication is filed.) 

(3) From (Enter deslgation of headquarters or office from which com- 

munication originated.) 

(4) To (Enter designation of headquarters or office to which communica- 

tion is addressed.) 

(5) Dated (Enter date of communication.) 

(6) Rec’d. (Enter date communication was received at your head- 

quarters. Usually stamped on its receipt.) 

(7) Synopsis (Make a brief entry showing subject of communication, or 

any other information necessary to identify it.) 

Note. — See Reclassification Sheet, new Form No. 357, below. 
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INCORRECT CLASSIFICATION SHEET 



(1) Ptpm oricmtny misfiled iiBdcr^4j2AS2.^o 

(2) Correct clessificadon number ..klZsl <33 

(3) From: CO 3d Sarv. Coomnd (5) Doted: , 

4 ) To: AH Post Comnandsrs (6) Rec*d: 2/2/42 

T^Synopsis: Proscribes procedure in cerlng for 12" Seacoasi Guns* 



laaHS NOIXYDiaiSSYlG IGaHHOONI 

MS£^iS 
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56. Beclassification Sheet (W. D., Q. IS.. C. Form No. 357) (revised 
6-27-42). 

Reference : 

When used: | 

I See under incorrect classification sheet above. 

No. of copies : / 

Distribution : J 

(1) Papers originally filed (Here enter file number under which com- 

munication was originally filed. This sheet is filed under the same 
number and in the same place as the communication was originally filed. 
Communication is then placed in the new classification file.) 

(2) Synopsis. — ^Make a brief entry showing headquarters or office from which 

communication originated, headquarters or office to which communication 
was addressed, date of communication, date received at your head- 
quarters, subject of the communication, and any other information 
necessary to identify it. Note that this synopsis should contain infor- 
mation which on the old incorrect classification sheet api>ears in several 
different places. 

(3) New classification (Here enter the new file number imder which the 

communication itself is filed.) 

Note. — The reclassification sheet replaces the old Form No. 357, which was 
called “incorrect classification sheet.” Both forms are illustrated because both 
are being used in the field. 
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BKC LASS lilCATlON SHBBI 



PAPERS ORIGINALLY 



(D 



tYNOPSn AND DATIS 



( 2 ) 



NEW OASSIFICATION _JtEs2 «22, 



(3) 



RECXASSlflCAIION SHEET 
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57. Beqaisition (W. D., Q. M. C. Form No. 400). 

When used : When a request for property is submitted. 

No. of copies: Four. 

Reference : Instructions on reverse side of form. 

Distribution : Three to the “approving authority,” one to organization flies. 

a. For detailed Instructions on the proper procedure for the accomplishment of 
this form see reverse side of form. 

b. This form with proper modification may be used for the issue of any article. 

c. On the line “To,” enter the supply service which will issue the articles ; for 
example, “Signal Ofllcer” for signal equipment, “Supply Ofiicer, — th Inf” for 
regimental equipment, “Quartermaster” for post, camp, and station property, etc. 

d. On line headed “Requisition No.” enter your number. “Date” is the day you 
make requisition, and the “Period” is 1st quarter, 2d quarter, “Initial,” “Special,” 
or the reason for the request. 

e. All requisitions must be approved before issue can be made 

f. All articles of nonexpendable property issued will be charged to the re- 
sponsible officer on Memorandum Receipt (W. D., Q. M. C. Form No. 487). 

ff. If more space is needed than is provided on this form, use W. D., Q. M. C. 
Form No. 401, for extra sheets. See below. 
h. Form No. 400. 
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BEQUISmON 

C««P gojjd. tWM % 

1 A0fU .1. 1840 pwt.4 iiPrt.4t..lllWj..M!)..i?Mlli 

•BP TO iBftntnr 




i. Form No. J^Ol. 






BEQUlSmON 



If«» I 



0TOOKIM. 


AMIOLM 


OMIT 






aaooiABo 


APrmoTZO 


This 

WoD. 

tht 

r»qv 


form it utod vhon thort it not 
Q*M*Co F»m lo. 400. Tho art! 
itmo nmb%r of oopitt tro atdt 
Laitioa* 


tdoqu 

>lot a 
kt art 


ito tpaoo 

m liitod 
mado of ' 


on tho ”R 
in tho ta 
ho origin 


»q\iititioB 

10 masnor 

11 faoo of 


• 

p 

ind 

ttm 
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58. Bequisition and Beceipt for Clothing' in Bulk (W. D., Q. M. C. Form 
No. 409). 

Beferences: ' AR 86-6660 and 8(k3000; TM 12-250. 

When used : When issue of clothing is r^uired for a gri^up of enlisted men. 

No. of copies: Three. 

Distribution: Original and duplicate to unit supply officer, and triplicate to 

the company file. 

(1) In this column enter the article and size to be Issued. Since all men do not 

wear the same size of clothing, several entries of the same article, but of 
different sizes, will be necessary. When entering articles in this column 
be sure to use the names exactly as listed in AB 30-3000. Include all of 
the name. 

(2) In this column enter the unit, such as pair (pr) or each (ea). 

(3) Enter in this column the quantity needed. 

(4) Leave this column open for use of the issuing quartermaster. 

(5) This column will be filled in if any of the articles listed in column (4) are 

returned to the quartermaster. 

(8) This is the remainder of the clothing issued, and is obtained by subtracting 
column (5) from column (4). 

(7) The information listed here is obtained fronk AB 30-3000. Be sure the Army 

Begulations you use are the latest published. Prices change often. 

(8) This is the product of column (6) multiplied by column (7). 

Notes. — Be sure that your arithmetic is correct. The certificates on sheet No. 
4 are self-explanatory. For examples, see form. There are two other pages 
to the form, sheets No. 2 and 3. They are similar to sheet No. 1 and should be 
used or lined out as required. If articles are returned to issuing quartermaster, 
they are listed on the duplicate which was received with the clothing, and the 
duplicate with the proper certificate signed is sent back with the returned 
articles to the quartermaster for reconciling with the original and for his 
signature. 
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a. Sheet No. 1. 




Voucher No 

Stock Record Aoeouat 



REQUISITION AND RECEIPT FOR CLOTHING IN BULK 

(CHARGE TO CLOTHING ALLOWANCE) 



No. of sheets ....A • 

Sheet No X 




Sheet No. 1 
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6. Sheet No. 4- 




ForpricAMeARaO-SOOO. 

Vm Inaeri Fonn 409* for extr» 

8fcMtN*>4 # 
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59. Ration Return (W. B., Q. M. C. Form No. 460). 

When used: When garrison rations are due to the organization; submitted 

monthly or on i>ermanent change of station for the organization. 

Reference: Paragraph 12, AR 30-2210, and paragraph 40a and ft, AR 345-400. 

No. of copies : Two. 

Distribution : Original to sales officer ; duplicate to organization files. 




The ration returi> is a request to the sriles 
officer for rations due the organization ; it also 
serves as a certificate to the sales officer as to 
the number of enlisted men rationing with the 
organization for the period stated. W’hen ap- 
proved, it serves as a voucher for the account of 
the organization submitting the return. When 
garrison rations are furnished, the organization 
commander is paid in cash for the number of 
rations due, less the number of rations drawn 
from the sales officer. For field rations the num- 
ber of rations paid in cash, after submission of 
the return, should be the number of rations due 
enlisted men who ration separately. Filipino ra- 
tions are drawn by Philippine Scouts. 




Digitized by Google 



313 



Original from 

UNIVERSITY OF CALIFORNIA 




)p. — 60 



THE ARMY CLERK 



60. Memorandum Beceipt (W, Q. M. C. Form No. 487). 
jference: Paragraphs 9 and 10, TM 12-250. 

hen used : Upon transfer of property from one officer to another. When prop- 

erty is issued to, or turned in by an individual. 

). of copies : Two. 

stributlon : Original to officer losing property ; duplicate to the officer gaining 
the property. 




0. W, D., Q. M. C Form 487 is used as a 
receipt for property. It is accomplished by 
the officer issuing the property, and is signed 
and returned by the officer gaining the 
property. 

ft. This form establishes the responsibility 
of one officer for property that has been issued 
to him for his own use or the use of his corn- 
mand. It Is used when the company turns 
in property to the supply officer. It then be- 
comes a receipt for property from the supply 
officer to the company commander. For ex- 
ample: When property is issued, the word 
^‘Credit’’ is crossed out and the property listed 
becomes the responsibility of the company 
commander. When property is turned in for 
credit, the word “Debit*' is crossed out, and 
the receipt becomes a credit to the property 
account of the company commander, and sig- 
nifies that he is no longer responsible for 
the listed property. 

o. The number (lower left hand comer) 
is one of a series established by the supply 
officer for accounting purposes. 
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61. Army grade, insignia, and pay table. 



Grade 


Insignia 


Pay 

per- 

iod 


Annu- 
al base 
pay 


Bentalper 

month 


Subsistence ^ 
day month) 


With 

depend- 

ents 


With- 

out 

depend- 

ents 


With 

depend- 

ents 


With- 

out 

depend- 

ents 


General of the Armies of 
the United States 






13,500 


(2) 


(2) 






General (1) 






8,000 


120 


105 


42 


21 


Lieutenant general (2) 






8,000 


120 


105 


42 


21 


Major general 








120 


105 


42 


21 


Brigadier general 


* 




6,000 


120 


105 


42 


21 


Colonel 




6 




120 


105 


42 


21 


Lieutenant colonel (3) 


(Silver) 




3,500 


H 


105 


63 


21 


Major (3) 


^ (Gold) 


4 






■ 


63 


21 


Captain (3) 




3 


2,400 


90 


75 


42 


21 


First lieutenant (3) , 


Q (SUver) 


2 


2,000 


■ 


60 


42 


21 


Second lieutenant (3) 


y (Gold) 


1 




60 


45 


42 


21 


Oliief warrant officer 


(Brown 

III with gold 

w m stripe) 




2,100 


75 


60 


42 


21 


Warrant officer (Jr. gr.) 


n (Brown 

H with gold 

w bar) 




1,800 


60 


45 


42 


21 



See footnotes at end of table. 
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Grade 










NoTi.^Enlisted pay rates given are for men with less 
than 3 years service. 




Monthly 

pay 




Master sergeant 
First sergeant 


t A 




188 


Enlisted men above the fourth 
grade are entitled to quarters 
or to quarters allowance for 
dependents. 


Technical sergeant 


6 




114 


Staff sergeant 
Technician third grade 


6 A 




96 


Sergeant 

Technician fourth grade. 


A A 




78 




Corporal 

Tec^ician fifth grade 


A A 




66 




Private first class 


A 




64 




Private 






60 





(1) rntitlcd to a personal money allowance of $2,200. 

(2) Entitled to a personal money allowance of $600. 

(8) After 30 years of active service a lieutenant colonel will receive pay of the sixth pay period; after 23 years 
of active service a major will receive pay of the fifth pay period; after 17 years of active service a captain 
will receive pay of the fourth pay period; after 10 years of active service a first lieutenant will receive 
pay of the third pay period; after 6 years of active service a second lieutenant will receive pay of the 
second pay period. 

Additional pair.— 'Officers, warrant officers, and enlisted men receive a 6 percent increase upon their base 
pay for each 3 years of commissioned, warrant, or enlisted service, up to 30 years. Full time is allowed for 
all commissioned, warrant, and enlisted service, whether active or inactive. 

Officers are granted an additional 10 percent on base pay for sea duty or foreign service. Warrant officers 
and enlisted men are granted 20 percent on base pay for sea duty or foreign service. Officers, warrant office 
and enlisted men receive 60 percent increase when required to serve on regular and frequent aerial flights. 
Parachute-Jumping duty entitles officers and warrant officers to $100 month extra pay if they are not 
on fiying status. Enlisted men receive $60 per month for parachute-jumping duty when not in flying-pay 
status. 

Officers who have no dependents are not entitled to quarters allowance when on field or sea duty. Money 
allowance for dependents of officers is not paid when adequate quarters are provided. 
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62. Women’s Army Auxiliary Corps and Army Nurse Corps grade, 
insignia, and pay table. 



Grade or title 


Army grade 


Insignia 


i 


An- 

nual 

base 

pay 


Rental 

per 

month 


Sub- 
sistence 
(30 day 
month) 


Director (WAAC) 


Colonel 


Same as colonel 


6 


4,000 


106 


21 


Superintendent (ANC) 


do 


do 


6 


4,000 


105 


21 


Assistant director 
(WAAC) 


Lieutenant colonel 


Same as lieutenant 
colonel 


5 


3,500 


105 


21 


Director > (AN C) 


do 


do 


5 


Kirra 


105 


21 


Assistant superintend- 


do 


do 


5 


QSI 


105 


21 


ent 1 (ANC) 














Field director (WAAC) 


Major 


Same as major 


■1 


03 


90 


21 


Director i (ANC) 


do 


do 


B 




00 


21 


Assistant superintend* 


do 


do 


HI 


Bfcul 


90 


21 


ent * (ANC) 














Director of dietitians 


do 


do 






75 


21 


(ANC) 














Director of physical ther* 


do 


do 


3 




75 


21 


apy aides (ANC) 














First officer (WAAC) 


Captain 


Same as captain 


3 


2,400 


B 


21 


Assistant superintend- 
ent (ANC) 


do 


do 


3 


2,400 




21 


Assistant director (ANC) 


do 


do 


3 


2,400 




21 


Chief dietitian (ANC) 


do 


do 


3 


2,400 




21 


Chief physical therapy 


do 


do 


3 


2,400 




21 


aide (ANC) 














Second officer (WAAC) 


First lieutenant 


Same as first lieuten- 
ant 


2 


2,000 


60 


21 


Chief nurse (ANC) 


do 


do 


2 


2,000 


60 


21 


Head dietitian (ANC) 


do 


do 


2 


2,000 


60 


21 


Head physical therapy 


do 


do 


2 


2,000 


60 


21 


aide (ANC) 














Third officer (WAAC) 


Second lieutenant 




1 




45 


21 


Head nurse (ANC) 


do 


do 


I 






21 


N'urse (ANC) i 


do 


do 


1 






21 


Dietitian (ANC) 


do 


do 


1 






21 


Physical therapy aide 
(ANC) 


do 


do 


1 


1,800 


45 


21 



See footnotes at end of table. 
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BnrclUe$, Wotnm’$ Army Auxiliary Corp$ * ^ 



Grade or title 


Army grade 


Indgnia 


Pay 


An- 

nual 

base 

p®y 


Rental 

per 

month 


Sab- 

sistanoe 

(30-day 

month) 


Chief leader 
First leader 


Master sergeant 
First sergeant 


Some as master ser- 
geant 

Same as first sergeMit 




Month- 

ly 

138 

188 






Technical leader 


Technical sergeant 


Same as technical ser> 
geant 




114 






Staff leader 

Technician third grade 


Staff sergeant 
Technician third grad 


Same as staff sergeant 
Same as technician 
third grade 




96 

96 






Leader 

Technician fourth grade 


Sergeant 

Technician fourth 
grade 


Same as sergeant 
Same as technician 
fourth grade 




78 

78 






Junior leader 
Technician fifth grade 


Corporal 

Technician fifth grade 


Same as corpml 
Same as technician 
fifth grade 




66 

66 






Auxiliary first class 


Private first claas 


Same as private first 
class. 




64 






Auxiliary 


Private 






60 







1 Especially designated by the Secretary of War. 

* By act of Congress, approved December 22, 19i2 (sec. It, Bull. 63, W. D., 1042), the President is author 
ized to provide for the mrollment (during the present war and for 6 months thereafter) in the Medical 
Department of the Army of female personnel in relative grades corresponding to the enlisted grades of the 
Regular Army, in cat^ories required for duty outside the continental United States. 

AddUional pay.— Members of the Army Nurse Corps receive a 5 percent increase upon their base pay 
for each 8 years of service. Members of the Women's Army Auxiliary Corps ors not entitled to longevity 
pay. 

Officers of the Women's Army Auxiliary Corps and Army Nurse Corps are granted an additional 10 
percent on base pay for sea duty or foreign service. EnroUees are granted an wlditional 20 percent for sea 
duty or foreign service. 

Members of the Women's Army Auxiliary Corps and the Army Nurse Corps are not entitled to rental 
or subsistence allowances for dependents. 



Digitized by Google 



318 



Original from 

UNIVERSITY OF CALIFORNIA 




THE ARMY CLERK 

[A. G. 062.11 (12-10-42).] 

By order of the Secretary op War : 

G. C. MARSHALL, 

Chief of Staff. 

Official: 

J. A. ULIO, 

Major General., 

The Adjutant General. 

Distribution : 
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